ithe magazine for management executives 
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New features and services will mark 1957 National Business Show | 


in ue @ The benefits of “batching”’—higher production, lower costs 


this issue @ Panel of experts will answer any office management question 


at National Business Show; preview of new products at Show 
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Typing magic comes to descriptive accounting! And with it, a new 


high in accounting automation and flexibility, too! All built into the 


new Burroughs 
ping Sensimatic 


Through this advanced new accounting machine’s boxwriter typing 
principle, you get cleancut printing and completely jam-free oper- 
ation even at the top typing speed of nine characters a second. Box- 
writer magazine holds 84 characters, with many options available. 


New automation, new flexibility are yours, too, through the exclusive 

Sensing Panel that guides the machine automatically through every 
‘ accounting job. Each interchangeable Sensing Panel wraps up four 
4 jobs, switches from job to job at the flick of a knob. 


Is there room for this new degree of mechanization, this flexibility, 
speed and typing talent in your descriptive accounting setup? 
Call our nearby branch for a demonstration of 
the Burroughs Typing Sensimatic Accounting 
Machine—the Sensimatic family’s newest 


Burroughs 


member. Burroughs Division, Burroughs 
y Corporation, Detroit 32, Michigan. 


“Burroughs” and ‘‘Sensimatic’’— Reg. TM's. 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page %% 
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Calling ahead for out-of-town appointments 
saves time for salesmen and customers 


“A few years ago when our sales 
engineers dropped in on customers 
cold, their average ‘lobby waiting’ 
time was 40 minutes a call,” says 
Roy G. Pearson, sales manager of 
Camecar Screw & Manufacturing 
Company, Rockford, Illinois. 


“In twenty per cent of the cases 
they didn’t see the customer at all 
—and a trip was wasted. 


“Now that’s past history. Today 
our representatives make appoint- 
ments by telephone. It pays. Now 
the customer is always in.” 


* * * 


Your salesmen will have more 
selling time, too—if they make 
and confirm out-of-town ap- 
pointments by telephone. 


LONG DISTANCE RATES ARE LOW 
Daytime Station-to-Station Calls 


First Each Added 


For example: 3 Minutes Minute 


Rockford, Ill., to 
Indianapolis 85¢ 25¢ 
Houston to New Orleans $18 30¢ 


Kansas City, Mo., to 
Milwaukee $115 30¢ 


Boston to Chicago $160 45¢ 
Add 10% federal excise tax 


BELL TELEPHONE SYSTEM 
Call by Number. It’s Twice as Fast. 
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Man at work... 


in surroundings conducive to sound executive 
decisions. In a setting both functional and “‘easy to 
live in”, a man can do his best work. You have 

men whose ability and performance are valued most 
highly. Give these men Macey-Fowler offices and 
insure their satisfied continued service. 


Whether your requirements call for a single well 
organized work desk, or a complete executive suite, 
you'll find the quality and service of Macey-Fowler 
well worth while. 


Mace? fowler 


ban 305 East 63rd Street, New York 21 
ne Bi TEmpleton 8-5900 
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Mace¥ Towler 


is your 
one-stop source 
EXECUTIVE OFFICE FURNITURE 
in both wood and steel 
Desk Chairs 
Tables 
Filing Cabinets 
and accessories such as 
Lamps * Draperies ° Pictures 
Desk Sets — Lighting Fixtures 
Floor Coverings 


Write for copy 
of our new brochure 
“The HIDDEN ASSET 

in your annual report’ 


OFFICE MANAGEMENT 
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National Business Show; products are previewed 47 

Tools of the office series 
This month: Microfilm equipment; typewriters -- 53 
by Robert Beeman 

Routines won’t lead to robots! (Editorial) ---------- 106 


OCTOBER in New York has a 
special meaning to every office 
administrator concerned with the 
latest in the equipment through 
which the office accomplishes its 
work. For October is the month 
of New York’s National Business 
Show, the largest display of its 
kind in the world. For a preview 
of this year’s show, and some of 
the brand new products to be 
exhibited there, see page 47. 


Subscription: $4 a year in United States and in possessions, 


Canada, Mexico and 


Cuba. er countries $9 a year. Single copies 45c; Yearbook Issue $1. Copyright 
1957 by Andrew Geyer-McAllister, Inc.; all rights reserved. Also publisher of 


Geyer’s Dealer Topics, 


class matter June 29, 1953, at the Post 


e at New York, N. Y., under Act 
March 3, 1879. 


Who Makes It and Where, and The Gift and Art Buyer. 
Please give 60 days’ rotification of any —- of your address. Re-entered as second 
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101 BIG PRIZES 


FOR SECRETARIES - PLUS 101 PRIZES FOR BOSSES 


FIRST PRIZE for secretaries — ; 
2-week, all-expense vacation for two ? 
Hollywood, Miami Beach, or New Yor 


HOLLYWOOD — You'll stay at the 
swank Beverly Hilton for two 
whole weeks . . . be spoiled by 
sparkling pool, superb service. Full 
VIP treatment awaits you at movie _ 
studios. You’ll see “hits of j 
tomorrow” filmed .. . lunch in 
commissary with stars. You’ll meet 
Ozzie and Harriet of the Kodak _ ve 
TV show. Visit Disneyland, Malibu 
Beach, Romanoff’s, Coconut Grove 
—wherever your pleasure calls. 


way 

MIAMI BEACH — Your home awa 
from home for two whole weeks will 
be the fabulous yey aie” 

‘11 soak up the sun. Swim in su! 
pein Laze ’neath the palms or = 
SS private cabana. Enjoy superb —_e " 
tops in entertainment. Sight-see y 
car to Seminole Indian Village, 
by boat around Biscayne Bay. 
Anywhere you please! 

A) 


YORK -— Your address during 
eo stay will be one of the 
proudest in the world—The 
Waldorf-Astoria. But you'll be ; 
everywhere: Touring Radio City; 
dining at “21”; seeing My Fair 
Lady”; visiting the UN; ee 
down from the Empire State Build- 
ing; being yoyo on — 

ed Ed ivan 5 
we THE 100 RUNNERS-UP GET 


Each winner’s boss 
Choice of a y wreeg of gets a Brownie 
Brownie 3 OR Starflex Outfit 


Movie Outfit Outfit 


And just how could 
a Kodak Verifax Copi 
help us, Misg Joneg ? 


Copier 


ag SNS 


What would your 


Join the cheering section—get your secretary fo enter 
Kodak’s easy “Tell the boss” contest. If she wins one of 
the 101 prizes, you win, too—a handsome Brownie Star- 
flex Outfit. All she has to do is answer the question 
above. Nothing to buy. Nothing to try—unless you insist. 


SIDE from the fact that 

the prizes are plentiful 

and well worth shooting for, 

you and your secretary will 

find this contest educational. 
Even revelational! 

For what boss wouldn’t like 
to learn how he can skip hours 
of paper work? And what sec- 
retary wouldn’t be happier 
with far less typing? 

All of this is possible—as 
thousands of offices have dis- 
covered—when you have a 
Kodak Verifax Copier, which 
gives you 5 copies of any- 
thing in 1 minute for just 
214¢ each. 

This completely different 
copier, for example, lets you 
answer half your mail with- 


out dictation and typing 
—do away with those repeti- 
tive “I quote the customer” 
memos. How? Just use the 
“Verifax pencil trick.”” When 
a letter asks questions, jot the 
answers in the margin and 
mail a Verifax copy as your 
reply. When a report refers to 
several departments, jot 
again: “‘Tom: see this (para- 
graph)”; “Dick: check this”; 
“Harry: note this.” A min- 
ute later your secretary will 
have Verifax copies on their 
way. 

101 Short cuts 
You’ll save ten minutes 
here, ten minutes there all 
day long. And your secretary 
will do even better with this 


NOTHING TO BUY...SIMPLE RULES 


1. You must be employed as a 
secretary, stenographer, or typ- 
ist in the United States, or in its 
territories or possessions. ‘‘Girl 
Fridays” in ‘‘one-man”’ offices 
are eligible. 


2. Just answer the boss in your 
own words, 20 words or less. 
Verifax Copying need not be 
mentioned. 


3. Send in as manyentries as you 
wish. Write plainly or print each 
entry on an official entry blank, 
such as the attached coupon or 
blanks obtained at Kodak Veri- 
fax dealers. (Check “yellow 
pages” under “photocopying 
equipment” or similar “‘photo” 
heading for address of nearest 
dealer.) All entries must be 
postmarked no later than De- 
cember 1, 1957 and received no 
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later than December 10, 1957. 


4. Entries will be judged on 
originality, humor, and aptness 
of thought by the Reuben H. 
Donnelley Corp. Duplicate 
prizes in case of ties. Judges’ 
decision final. Entries, contents, 
and ideas therein become the 
Property of Eastman Kodak 
Company for any and all pur- 
poses. No entries returned. All 
entries must be the original 
work of contestants and must be 
submitted in their own names. 
Employees of Eastman Kodak 
Company, its direct dealers, 
and its advertising agencies 
are ineligible. 


5. This contest is subject to all 
federal, state and local regula- 
tions. Contest winners will be 
notified by mail. A complete list 
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Answer him in 
20 words or Jess 


(A 


= lig 


secretary say? 


completely different copier 
that ends retyping, proof- 
teading and mistakes. 

She’ll never have to type 
copies of incoming reports, 
quotation forms, magazine 
articles—what have you? 
“All day” retyping jobs can 
be done in 20 minutes. And 
when you order three carbons 
—but find you need five—no 
harm done! 


Completely different 


Does more. A Kodak Veri- 
fax Copier makes 5 copies in 
1 minute on standard weight 
paper, card stock, office forms. 
Alsomakes “masters” forusein 
whiteprintand offset machines 
in 1 minute. Snap to operate, 
no change in room lighting. 

Costs less. You can get one 
of these Verifax Copiers—the 
Signet model—for $148. Actu- 
ally less than the cost of an 


of winners will be mailed ap- 
proximately eight weeks after 
close of contest to any person 
who requests it and sends a 
stamped, self-addressed enve- 
lope to Eastman Kodak Com- 
pany, Box114, Mt.Vernon, N.Y. 


6. 100 runner-up prizes. Each 
runner-up winner can choose 
either of these prizes: 


1) Kodak Pony Color Slide 
Outfit, which includes the capa- 
ble Kodak Pony Camera to 
make your slides . . . and the 
efficient Kodak 300 Projector 
with Readymatic Changer to 
show them. 


2) Brownie 300 Movie Out- 
fit, which includes the Brownie 
Movie Camera with #f/2.3 lens 
and the Brownie 300 Movie 
Projector with built-in preview 
screen. 


OCTOBER 1957 


office typewriter! Even ‘‘one- 
man”’ offices report saving its VERIFAX 
cost the first month. i 

Misses nothing. Your SIGNET 
Verifax copies are photo-exact 
from top to bottom. All types COPIER .. 
of writing or printing—even 
purple duplicator inks—are 
copied as readily as typed 
data. And your Verifax copies 
will last as long as originals. 

Get your secretary to 
mail coupon today. No 
doubt she’ll have two or three 
good answers after reading 
these pages. No limit on en- 
tries. She can pick up extra 
entry blanks and a copy of 
Don Herold’s amusing book- 
let on 101 Verifax short cuts 
at nearest Verifax dealer. (See © 
“yellow pages” under “‘photo- | __ 
copying equipment.”) Good 
luck to you both! 


Price shown is manufacturer’s sug- 
gested price and subject to change 
without notice. 


b 


SHSSSSHSHSSHSSHSHSSSSSSSHSHSSSSHSSHSSHSSSSHSHSHSHSHSHSHSEHSHSHSSSHSEHEHEHEHEHEHEHESESESESEESESE 


MAIL COUPON TODAY. Get extra blanks from your Verifax dealer. Contest closes Dec. 1, W957. 
EASTMAN KODAK COMPANY, Box 115, Mt. Vernon 10, N. Y. 72-1u Par an, - 
Gentlemen: I’d tell my boss: 


(answer in 20 words or less) 


Name 


I’m employed by 


(Name of Company) 


Company’s address 
(street) (city) (state) 


Boss’s name 


stents y 
odak 
Please check:-Does your office have a copying machine? YesO NoO TRADEMARK 


If so, what kind? 
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This folder proves you can 


SAVE 20% 


file room floor space 


These free visual demonstrators now available 


The Peerless “7000 Line” of Space-Saving 
File Cabinets have additional filing capacity 
with no change in cabinet outside dimensions. 
Now, four Peerless Space-Saving file cabinets 
have contents capacity equal to five standard 
4-drawer models... require 20% less floor space. 


There’s more file contents within the oper- 
ator’s easy reach — that’s time and cost sav- 
ings. Clerical efficiency goes up. 


And there’s no loss in drawer features... 
accommodates spacing guides and file folders 
which are readily available . . . with follower 
blocks, sway blocks, and rails for hanging 
folders. 


Ask your nearby Peerless franchised Dealer 
for your free copy, or write us direct. 


PEERLESS 


STEEL EQUIPMENT CO. 


6600 Hasbrook Ave., Philadelphia 11, Pa. 


- NEW YORK CHICAGO HOUSTON LOS ANGELES 


or get 25% more filing capacity 
without increasing your present 
filing department square foot area 


**Typical’’ company president 
surveyed by AMA 


He is an energetic man who works 
10 or 15 hours beyond his company’s 
normal work week, spends six or 
seven weeks a year traveling on busi- 
ness, has difficulties finding enough 
hours for his wife and two or three 
children, golf, reading and community 
service, is about 50 years of age, earns 
about $68,000 a year, and owns his 
own home and two or three cars. 

These statistics, according to a re- 
cent survey conducted by the Ameri- 
can Management Association among 
335 member company presidents, por- 
tray the “typical” president in charge 
of companies with sales of from less 
than $1,000,000 a year to several bil- 
lion. 

Their personal incomes range from 
$13,500 annually to more than $400,- 
ooo. Fourteen per cent became presi- 
dent because of family ownership and 
control, but the majority of men credit 
their advancement to a combination 
of enterprise, hard work and _ ability. 
About one fifth worked their way up 
through the marketing side of the 
business; a sixth through production; 
an eighth through finance, and more 
than a third through diversified posi- 
tions in all three fields. All other fields 
combined—engineering, general man- 
agement, personnel — produced fewer 
than 15 per cent of the presidents. 

Eight out of ten attended college; 
seven out of ten were graduated, and 
two out of ten attended graduate 
school. Bachelor of science degrees 
outnumber bachelor of arts degrees by 
1% to 1, with this proportion even 
higher among the youngest presidents. 
The major subjects studied were tech- 
nical by an overwhelming margin. To 
young men seeking an executive career, 
however, about one third of the presi- 
dents recommend a straight liberal 
arts program, with economics and 
English representing the most valuable 
courses. 

Most of these presidents are family 
men. Only five are bachelors, 304 are 
married, 23 are divorced and three are 
widowers. Presidents under 40 have an 
average of three children; the group 
as a whole, two. Most manage to 
spend 20 to 40 working hours a week 
with their families. Sports are their 
chief outside interest, with golf the 
favorite by a wide margin. Organiza- 
tional work and civic service rank 
next. 

Nine out of ten own their own 
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—— — On your next order for letterheads, 
nt $4 eatin Seaaeeeee § business forms or envelopes—be sure to 
<S ge Eb specify Nekoosa Papers. Thousands of 
printers and letter shops can supply 

them... more than 137 Nekoosa Paper 


Merchants distribute them. 


- 
~ 
- 
- 
- 
a 


IN JACKSONVILLE 
| and from coast to coast... 


—E 


PAPERS 


Nekoosa Bond @ Nekoosa Ledger  Nekoosa Duplicator  Nekoosa Mimeo ¢ Nekoosa Manifold ¢ Nekoosa Offset 
Nekoosa Master-Lucent ¢ Nekoosa Opaque ¢ and companion ARDOR Papers 


NEKOOSA-EDWARDS PAPER COMPANY e PORT EDWARDS, WISCONSIN 
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homes; many have a country home as 
well. They usually own two or more 
cars, and three out of ten own boats. 
Scotch and martinis are their favorite 
drinks, but one sixth never touch 
“hard liquor” at all. 

By and large, they are satisfied with 
their careers. Most would enter the 
same field if they were starting over 
again, and their unfulfilled ambitions 
are not business ones, but those in- 
volving travel, music, writing and the 
like. Most of them have decided when 
they will retire, but few have decided 
what they will do afterward. Eighty- 


five men either have no plans for re- 
tirement or say they plan never to 
retire. 


In Short— 


NYU professors to set up Israeli 
management program 

A staff of nine professors from New 
York University will arrive in Israel 
by the end of the year to set up the 
first business administration program 


ADDING A FEW THAT MATCH, 
OR BUYING ALL NEW CHAIRS, 


DAY-LONG 


Kansas City 6, Missour! 


CRAMER POSTURE CHAIR CO., 
Dept. OmM-107 1205 Charlotte, 


~ 
i) 


MODEL A-22°0 


mn “3 


seen tr i aad at 


MODEL A -22-DO with “ORTHO-TILT” 


Anyone who sits all day just 
naturally keeps in better 
humor and gets more done 
when comfortably seated on 
a pressure-free Cramer sec- 
retarial chair . .. available 
in many styles and colorings 
to suit your decorating 
scheme. Only Cramer chairs 
give you ALL of these five 
important features: 


DEEP, GENUINE MOLDED FOAM LATEX 
SEAT CUSHIONS and shaped molded 
foam latex backrest cushions . . ; 

NO-SWAY NON-REVOLVING SPINDLE, 
with permanent self-sealed bearings, 
supports swivel seat... 

DESK-GUARD BUMPERS ALL AROUND... 


THREE FINGER-TIP ADJUSTMENTS to 
conform to any individual build... 


REMOVABLE UPHOLSTERY COVERS, 
yd to remove, re-order and re- 
place. 


ASK YOUR 
DEALER! 
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of its kind in the Middle East, with 
the aid of the United States Interna- 
tional Cooperation Administration and 
the Israeli government. The staff will 
help establish the program at the He- 
brew University in Jerusalem and a 
graduate industrial management pro- 
gram at the Technion in Haifa. They 
also will help Israel originate an execu- 
tive management training program 
with courses in various phases of fi- 
nancial management, personnel man- 
agement and marketing for foreign 
trade. Prof. Lawrence Stessin has been 
named chief of the mission, and Prof. 
B. Bernard Greidinger will serve as 
coordinator of the project. 


NOMA publishes 13th annual office 
management bibliography 

The 13th Annual Bibliography of 
books, magazine articles and pam- 
phlets dealing with office management 
subjects, published by the National 
Office Management Association, is now 
available from the association at 1931 
Old York Rd., Willow Grove, Pa. 
Almost 1600 books and articles under 
37 major classifications are reviewed. 
In each case, the title, name of author 
and publication, date and page of 
publication, and a capsule description 
of contents are given. An index notes 
where the various publications may 
be obtained. Price of the 48-page 
Bibliography is $5. 


Total of professional secretaries in 
U. S. reaches 1227 

A new high of 1227 Certified Pro- 
fessional Secretaries in the United 
States was reached recently when 244 
secretaries passed the recently-held 
seventh annual CPS examination, the 
National Secretaries Association (In- 
ternational) has announced. Dates for 
the next examination, open to quali- 
fied male and female secretaries 25 
years of age or older, are May 2 and 
3, 1958. Deadline for application is 
December 1. In other NSA news, 
Helen Jepson, famed Metropolitan 
Opera star, composer Gomer LI. Jones 
and Dr. Albert Rabin, psychologist, 
were among celebrities who partici- 
pated recently in the Liberal Arts In- 
stitute for Secretaries, held at Kellegg 
Gull Lake Biological Station, Gull 
Lake, Mich. “Students” at the Institute 
were representative groups of certified 
professional secretaries from 18 states. 
The Institute program, sponsored by 
the association in cooperation with 
Michigan State University, consisted 
of a two-week residential course in the 
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PS’ Think Session 


“‘Here’s why we include Standard Register at Dow Chemical,” says W. F. SrumPric, 
MANAGER, OFFICE SERVICES, THE Dow CHEMICAL Co., MIDLAND, MICHIGAN. 


‘IN 1956 we started a company-wide team approach to paper- 
work problems. . . and one of our first decisions was to in- 
clude Standard Register in many of our think sessions. Stand- 
ard has helped us since 1946 when we first began wire trans- 
mission of orders, so we knew the type of forward-looking 
practical guidance we would receive. Their technical know- 
how is a valuable contribution to our constant development 
of integrated data processing.” 

Yes, Standard Register’s sales representatives can be a 
great help to firms working on Paperwork Simplification proj- 
ects. Our unusual experience working with over 90% of 
major United States companies, added to that of your com- 
pany staff, produces a combination that keeps your paper- 
work efficient and up-to-date. 

We invite you to make Standard Register a member of 
your PS team. Supplement your activities with the skill and 
experience of the nation’s recognized authorities on the many 
aspects of paperwork procedures. 


THE STANDARD REGISTER COMPANY, DAYTON 1, OHIO 


VALUABLE DATA FREE 


Read the complete details 
of the newest and most 
interesting paperwork sys- 
tems currently being in- 
stalled by United States 
business. Ask to receive 
your own copies of Stand- 
ard’s authoritative publi- 
cations on Paperwork Sim- 
plification science. Write 
today. 


PACIFIC DIVISION, OAKLAND 6, CALIFORNIA Standard Register 


Sales and Service Offices in Principal Cities 
Plants at Dayton; Oakland and Glendale, Calif.; York, Pa.; and Fayetteville, Ark. 


ASSOCIATES : R. L. Crain Limited, Ottawa, Ontario, Canada e W.H. Smith & Son 
(Alacra) Ltd., London, England e Gemah Formas Continuas, Caracas, Venezuela 
Impresora Ariel, S. A., Havana, Cuba e Sten Dahlander, Stockholm, Sweden. 
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the contents 


of TWO 


conventional 
file cabinets, 
occupying 
855 Square 
Inches of 


FLOOR SPACE nal 
FILED IN ON 


“Ls ae 
OPEN SHELF FILING UNIT 


occupying only 541 
Square Inches of floor 
space, with more than 
two full shelves still 
empty and ready for 
use! 


EASY ON THE BUDGET! 
The cost of this Estey 
unit is only half that of 
the drawer cabinets 
shown! 

Write Dept. M for 
Estey Brochure No. 575 


eee os 


cOoORPOR ATION 


350 BROADWAY 


12 


NEW YORK 13, N. Y. 


liberal arts, designed to complement 
the secretaries’ more specialized train- 
ing. 


Burroughs termed “fastest growing” 
office equipment firm 

According to a directory of the 500 
largest industrial corporations in the 
United States, published recently by 
Fortune Magazine, the Burroughs 
Corp., Detroit, is singled out as the 
nation’s fastest growing manufacturer 
of office equipment and electronic data 
processing systems. Directory statistics 
showed that Burroughs has risen to 
147th place among all industrial con- 
cerns in the nation on the basis of 
total revenue, for an advance of 40 
positions in the past two years. The 
firm also is listed among the nation’s 
100 largest industrial employers, rank- 
ing 63rd in 1956 with more than 30,- 
000 employees. 


Office machine manufacturer wins 
NMA leadership award 

Adriano Olivetti, Italian typewriter 
and office machine manufacturer and 
industrial leader, was named recipient 
of the Edward O. Seits Memorial 
Award for international management 
according to free enterprise principles, 
the National Management Association 
has announced. Mr. Olivetti will ad- 
dress the 34th national conference of 
the 76,o00-member management group 
in Pittsburgh later this month. Gen. 
Hermon F. Safford, president of the 
Ohio Rubber Co., Willoughby, Ohio, 
won the association’s National Man- 
agement Man award for leadership 
contributions to management unity, 
and Louis B. Seltzer, editor of the 
Cleveland Press, received the NMA 
Free Enterprise Newswriter award 
for editorial contributions. 


Employers urged to “take full ad- 
vantage” of present employees 
Harry C. Vaughn, executive secre- 
tary of the National Association of 
Personnel Consultants, the nation’s 
largest network of private employment 
agencies, recently urged employers to 
take better advantage of the qualifica- 
tions of their present employees. “In- 
formation secured in 65 employment 
centers across the nation indicates that 
large employers are frequently ‘wast- 
ing talent’ of their personnel,” he said. 
Turnover of personnel in large com- 
panies is in a much higher proportion 
than that in firms employing 50 or 
fewer persons, he continued, because 
personnel feel that their training and 
talents are not being utilized—even 
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though pay rates and salaries may be 
high. He urged large firms to take 
immediate steps to utilize existing per- 
sonnel before recruiting additional em- 
ployees, and called on executives to 
define in specific terms the duties of 
positions they wish filled. 


Banks to increase computer purchases, 
rentals, magazine reveals 

Banking institutions during the next 
five years will rent or buy computers 
and electronic data processing equip- 
ment valued at more than $380,000,- 
ooo, and their purchases alone will be 
greater than the entire 1956 dollar 
volume of computers and data process- 
ing equipment combined. This pre- 
diction, made recently by Computers 
and Automation, a magazine devoted 
to the field of computers and data 
processing, results from a survey made 
by the publication, augmented by spe- 
cial research and interviews with bank 
officials. Reasons given by the mag- 
azine’s analysts for this tremendous 
increase in bank automation are two- 
fold: The “squeeze put on banking 
operations by manpower shortages, 
and a dramatic growth in banking 
transactions.” 


New Royal McBee subsidiary to pro- 
vide financing services 

Establishment of RMB Corp., a 
wholly-owned subsidiary organized to 
provide specialized financing services 
for installment sales and the leasing of 
Royal McBee products, has been an- 
nounced by the Royal McBee Corp. 
RMB regional offices are being opened 
at all points where Royal McBee main- 
tains regional offices. C. H. Didriksen 
has been named president of the new 
company. 


NOMA lists available business, 
management speakers 

Compilation of a list of more than 
225 business executives and educators 
available for talks to groups on a 
wide range of business and manage- 
ment topics has been announced by 
the National Office Management As- 
sociation. The new listing, second com- 
piled by the association, states the 
speakers are qualified to talk on more 
than 700 specific topics covering some 
30 broad business-management classi- 
fications, including automation and 
electronic data processing, communica- 
tions, forms, management techniques, 
office management and systems and 
procedures. The list was selected from 
both members and non-members of 
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WHAT’S IN HIS BOW THAT MAKES 
YOUR LETTERS REACH THE MARK? 


What do you find in the finest bows? 
Hardwood. What's the secret of making 
finer bond paper? Hardwood, if you can 
find how to use it. And Hammermill has 
—with an exclusive hardwood pulp called 
Neutracel® that makes fine paper finer. 

With Neutracel, Hammermill is now 
making finer paper than was ever possible 
with softwood alone. Blending Neutracel 
with other quality pulps knits all the 
fibers together more closely to give 
Hammermill Bond the smoother, more 
uniform surface you need for better-look- 
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ing business letters. See the picture at the 
right. There’s less of the show-through 
that distracts readers. Greater bulk — for 
that important snap and feel. A better 
typing surface to please your secretary. 
You'll find Hammermill Bond scores 
higher on every count. Next time you 
order letterheads or business forms, be 
sure you get Hammermill Bond. 
Hammermill Paper Co., Erie, Pa. 


——— 
Printers everywhere use Hammermill ) 
papers. Many display this shield. =) 


with Neutracel’s finer fibers 
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MORE for the operator 


MORE an the be 


in new features, beauty, © oo 8) ae in new features that 


ease of operation! 


low-cost, time-saving accuracy! 


The New Comptometer Customatic gives you everything you’ve learned to 
expect from Comptometer—plus these 3 new features. 


NEW CUSTOMATIC 
KEY CONTROL 


NEW INSTANT 
ELECTRIC CLEARANCE 


operator simply adjusts a touch of the bar and 
new control to suit her the dials are cleared, 


own individual touch. electrically. 


It’s the cost per calculation that counts! 
Comptometer’s famous features enable you to 
get MORE AND BETTER work, at less cost! 


Accuracy Key insures complete registration. 


Easy-to-Read Large Answer Numerals show 
through apertures shaped to reduce glare. All 
ciphers to left of answers are eliminated. 


Direct-Action Keys give lightning answers. No 
levers, cranks, or extra operations. 


Cushioned Touch—Built-in floating action elim- 
inates “finger-fatigue.” 


You will appreciate the New COMPTOMETER 
CUSTOMATIC only when you see it in action. 


Let us prove this in your office FREE. 


NEW COLOR-smart, rest- 
ful Diamond Gray, scien- 
tifically selected for 
eye-ease and blends 
readily with office decor. 


m 
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( Smptometer < orporation / Je 


Comptometer Corporation 
1742 N. Paulina St., Chicago 22, Ill. 

In Canada: Canadian Comptometer, Ltd. 

501 Yonge Street, Toronto 5, Ontario 

(CO Arrange free office trial for me on: 

( Send me literature on: 

(C2 Comptometer Customatic 

(J Comptometer Comptograph ‘‘220M” 

(-) Comptometer Commander 


Comptometer Comptograph 
“220M""—with new multipli- 
cation key—more features 
than any other 10-key listing 
machine. Mail coupon. 


14 Sor More Information 


Comptometer Commander — 
Insures accuracy in dicta- 
tion. Lifetime Magnetic beit 
saves far more than machine 
costs. Try it today, FREE. 
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the association who have addressed 
NOMA chapters in Canada and the | 
United States, in addition to speakers | 
recommended by national companies. 


“Executive desklessness” termed 
psychological disease by diplomat 

A storm cloud, spawned in the 
“feverish” minds of admen and public 
relations experts along Madison Ave- | 
nue, threatens to destroy us all, claims 
Guy Wiggins, recently-promoted For- 
eign Service Reserve Officer with the 
State Department. “Executive deskless- 
ness”—the “fad” of moving the desk 
out of executive offices—is a psycho- 
logical disease, Wiggins continues in 
an article in the Foreign Service Jour- 
nal, which is “infecting the business 
community in general as far west as | 
Fifth Avenue.” Alleged to promote 
efficiency, friendlier relations and even 
clearer thinking, desklessness is non. | 
sense, the diplomat charges, while ex- 
horting his fellow bureaucrats in 
Washington to stop the threat now. 
“Don’t let the maintenance men carry 
off your desk,” he warns. “Sleep on it, | 
if necessary.” A pillow or any other} 
weapon Mr. Wiggins might require in | 


his fight against “insidious deskless- | 


ness” has been offered by Robert A. 
Spelman, executive director of the 
Wood Office Furniture Institute, who 
urges: “Desk lovers of the world, | 
unite!” f 


Office firms merge, expand; 
others announce moves 


Acme Steel Co. | 

Ground-breaking ceremonies were ; 
observed recently in Riverdale, Ill., for 
Acme Steel Co.’s new $23,000,000 
steelmaking plant. Initial capacity of 
the plant, scheduled for completion in 
late 1958, is planned for 450,000 ingot 
tons annually, providing 70 per cent of 
Riverdale’s requirements of billets and 
slabs. | 


_ 


Addressograph-Multigraph Corp. | 

Completion of negotiations for the 
establishment of a new foreign subsid: 
iary with headquarters in Tokyo has 
been announced by Addressograph- 
Multigraph Corp., Cleveland. The new | 
firm, known as Addressograph-Multi- 
graph of Japan, Ltd., is the eighth 
subsidiary company of A-M and the 
fourth added during the past 13} 
months, 


(To page 16) ! 
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vorld, 


No More Stain or Smudge 
°s in Spirit Duplicating 


—_ It’s true! 
L., for TRANSGGRAPH is a completely new duplicating process devel- 
90,000 oped by Columbia for use on all existing liquid-type duplicating 
ity of machines. It’s not just cleaner—it’s clean! 
oe TRANSOGRAPH PROCESS can readily be integrated with pres- 
ingot ent liquid processes—no special machines or adjustments—no 
ent of | extra machine parts—no special operating technique. 
sands TRANSOGRAPH TRANSFER SETS are clean—non-sensitive to 
light. There are no printing restrictions—Kissprint—Impress 
print—Type— Write— Draw—Rule—Tabulate . . . file—rerun. 
; TRANSOGRAPH FLUID is non-corrosive—contains no oil to 
— coat cylinder—produces brilliant copy. SEE IT DEMONSTRATED! 
| h TRANSOGRAPH COPY PAPER may be used on both sides— For date of local Transograph 
dn light-fast—water-fast—clean. Demonstration and complete 
graph- information, write: Columbia 
e new Ribbon & Carbon Mfg. Co., 

4 7510 Herb Hill Road, Glen by 
Multi- o Cove, N. Y. ae 
eighth 2 
id the : 
st 13 


— TRANSOGRAPH 6ibictnne rrocess 
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DIXON THINEX 


COLOR PENCILS 


your Write-Hand Assistant 
with top degree efficiency 


_ 


All hands agree, 
Dixon Thinex Color 
Pencils make a 
point of clean cut, 
clear visibility. 


Last long. 

For economy, effi- 
ciency and colorful 
variety, keep an 


ample supply of 
Thinex on hand! 


DIXON THINEX 


in 38 COLORFUL 
COLORS for fast, 
accurate checking, 
charting, graphing. 


. PENCIL SALES DIVISION OOM-10 — 

E JOSEPH DIXON CRUCIBLE COMPA 
Jersey City 3, N. J. 

DIXON PENCIL CO., LTD, 


International Business Machines Corp. 
Addition of a second engineering 
building of approximately 100,000 
square feet, and expansion of the ad- 
ministration building by 58,000 feet 
have been announced by International 
Business Machines Corp., New York, 
for its proposed new Military Prod- 
ucts facility at Owego, New York. 
This additional construction is re- 
quired, the company reported, be- 
cause IBM has assumed responsibil- 
ities for further research and develop- 
ment contracts from the Air Force. 


Minnesota Mining & Mfg. Co. 

Announcement of the opening of a 
new branch office and warehouse in 
Cincinnati, Ohio, has been made by 
Minnesota Mining & Mfg. Co. The 
two-story structure, of reinforced con- 
crete frame construction with masonry 
exterior, includes more than 47,000 
square feet of floor space, of which 
34,000 square feet will be devoted to 
warehouse operations. 


Penco Metal Products 

The manufacture of steel storage 
equipment at its new $2,500,000 facil- 
ity at Oaks, Penn., was begun recently 
by the Penco Metal Products Division 
of Alan Wood Steel Co. Located on 
a 45-acre tract adjacent to the Schuyl- 
kill River, the single-level, white con- 
crete and light blue corrugated steel 
building contains an area of 156,000 
square feet, or more than three times 
as much as Penco’s former plant in 


Philadelphia, 25 miles to the south. 


Remington Rand 

Construction of three plants in Bra- 
zil to meet the rapidly-growing de- 
mands there for business and office 
machines, especially typewriters, is 
underway by Remington Rand. Ac- 
cording to Howard J. McGuire, vice 
president of the firm’s international 
division, one plant is more than half 
completed, and another is expected 
to be in operation before the end of 
1957- A third plant will be started 
and completed within the next 12 
months, Mr. McGuire continued. 


Reynolds Metals Co. 


Formal opening of a new aluminum 
fabricating facility, capable of increas- 
ing the light metals industry’s produc- 
tive output by as much as 2,000,000 
pounds a month, was observed recent- 
ly in Richmond, Va., by Reynolds Me- 
tals Co. The new mill and grounds, 
located at Bellwood, a suburb of the 
Virginia capital, cover an area of 50 
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acres, six of which are under one roof. 
Construction costs were $5,500,000. | 


The Standard Register Co. 

Acquisition of an 18-acre site near 
Concord, Calif., for erection of a new | 
manufacturing facility, has been an-— 
nounced by The Standard Register | 
Co. Estimated to cost in excess of 
$1,000,000, the projected plant will be 
a one-story construction designed spe- 
cifically for the manufacture of all 
types of business forms. 


People in the News 


Raymond F. LaCour has been ap 
pointed supervisor of the Divider- 
Wall Division of the E. F. Hawuser- 
man Co., Cleveland, Ohio. 

James M. Arnold has been elected | 
vice president and assistant general 
manager of Recordak Corp., New 
York City. 

Vernon Loucks and Harold O’Con- 
nell have been elected to the board 


of directors of Victer Adding Machine 

Co., Chicago. | 
]. C. Hussey and A. F. Niendorff | 

have been named vice presidents of 


Royal McBee International, Port 
Chester, New York. 


L. D. Deal has been elected president 
of Lyon Metal Products, Inc., Aurora, 
Ill, and A. W. Walan, secretary- 
treasurer, and J. B. Gossett, assistant 
treasurer. 

Joseph Marks has been appointed 
controller of Gulton Industries, Inc., _ 
Metuchen, N. J. 

Ward Bennett, New York sculptor i 
and interior designer, has joined the 
Lehigh Furniture Corp., New York, 
as design consultant. 

Kenneth H. Ripnen, president of 
Kenneth H. Ripnen Co., New York, 
has been appointed to the Standards 
Council of the American Standards 
Association. 

Robert ]. Maxwell has been named 
supervisor of clerical methods at Arm- | 
co Steel Corp., Middletown, Ohio. 

Edward R. Frisby has been named 
manager of industrial relations at Ox- | 
ford Paper Co., New York. 

Morrison McMullan, ]r., and Frank 
L. Roth have been promoted to as 
sistant to the general manager of the 
Exide Industrial Division and con- 
troller, respectively, at The Electric 
Storage Battery Co., Philadelphia. 
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1 
— (@) : Swank inc. ATTLEBORO MASS. PAYER WILL KINOLY eaubeoneaanan THIS VOUCHER MO RECEIPT 18 NECESSARY : oO 
rora, 
— | For Swank, with doubled manufacturing facilities has additional functions. Every morning by 10:00 
stant 2 
and growing purchase activities, system improve- o’clock, these tapes are processed through a tape- 
nted | ment had become urgent. Automated Data Proc- to-card punch and an IBM Electric Accounting 
Inc, essing brought speedy, accurate preparation of Machine to prepare a voucher register. Later they 
voucher checks with simplified procedures and are used for a monthly accounts analysis. 
Iptor i equipment. Key-punching and verification are ’ Saas ' 
| the = eliminated as are all individual line postings to The Moore man, using Moore facilities, helped with 
York, sub ledgers. Monthly ledger postings are down scientific design and man- 
from 17,000 to 150 ufacture of the 3-part 
it of . . Speediflo Voucher form. 
60 Voucher checks are prepared in advance on a Flexo- 
a ne ) writer, typing on a 3-part Moore Speediflo form. 
The information comes from master tapes and 
amed Vendors’ invoices. The Speediflo is a pasted form 
Arm- | and remains together as a unit until payment date, If you would like to read the oar 
F . details in this booklet, write on ee 
o. and is processed through a checkwriter. A punched vaue Guanine tein pa ies 
amed _ tape, which is a by-product of the voucher-typing, Moore office nearest you. 
t Ox- | 
Frank | 3 
10 as co 
pos KS. MOORE BUSINESS FORMS 
\e | ne 
NIAGARA FALLS, N.Y. + DENTON, TEX. + EMERYVILLE, CALIF. 


lectric 


ia. Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 


offices and factories across U.S., Canada, Mexico, Caribbean and Central America. 
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for an office copy machine 
...the all-automatic 
DRI-STAT ‘200’ 


Here’s the photocopyer you’ve been 
waiting for. Low in cost, high in effi- 
ciency, the new DRI-STAT ‘200’ is the 
first truly automatic office copy 
machine priced under $350. 


Look at these wonderful features: 


e Will copy anything; if you can see it, 
the DRI-STAT ‘200’ can copy it. 


e@ Makes copies in normal room light; 
no hoods or subdued light necessary. 


e Handsome stainless steel-aluminum 
construction; no plastic parts. 


PREE.....................9 


Ask for this informative, un- 
biased fact-folder, “Office 
Copy Machines and How to 
Choose the One to Suit Your 
Needs.” 


DRI-STAT DIVISION 
Peerless Photo Products, Inc. 
Shoreham, N. Y. 


e Easy to operate; anyone can make 
perfect copies after a few minutes’ 
instruction. 

e Copies any original—opaque, trans- 
lucent, transparent—up to 9” wide 
in any length. 


AUTO-FEED, an exclusive, automatic 
paper feed is optional. Dri-Stat ‘200’ 
with Auto-Feed is $245. Also available 
is the Dri-Stat ‘400’ which copies 
materials up to 14” wide. 


OM-10 


yf 


STAT 


(C0 Please send me your FREE folder, “Office 
Copy Machines and How to Choose the 
One to Suit Your Needs.” 


C0 I'd like to see a FREE Demonstration. 


PEERLESS panied 
Se _ Zone State. 
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Riter, IV, have been appointed presi- 
dent and executive vice president, re- 
spectively, of the Thomas A. Edison 
Industries Div., McGraw-Edison Co.. 
West Orange, N. J. 

Willard C. Brown has been appoint- 
ed manager, lighting education, and 
Arthur C. Barr, manager, application 
engineering, at the General Electric 
Co.’s Large Lamp Department, Cleve- 
land. 

Richard Braun has been named di- 
rector of salaried personnel, The May- 
tag Co., Newton, Iowa. Dallas Nielsen 
replaces Mr. Braun as manager of 
salaried administration. 


Howard Nissi has been named man- 
ager of the salary administration sec- 
tion, in addition to regular duties as 
office manager, at Archer-Daniels- 
Midland Co., Minneapolis. Harold 
Goetsch has been named manager of 
the employment section, and Dale 
Benson named manager of a newly- 
created employee development section. 


Charles A. Hayne has been appoint- 
ed systems development consultant for 
the Wire Communication Laboratory 
of Federal Telecommunication Labora- 
tories, Nutley, N. J. 

Emerson E. Mead and Gordon H. 
Smith have been named vice presidemt 
of operations and vice president of 
planning and administration, respect- 
ively, at Smith-Corona Inc., Syracuse. 
N. Y. 

Robert H. Witt has been appointed 
administrative vice president of 
PharmaCraft Co., New York. 

Charles C. Rabe has been named 
manager of special projects for J. B. 
Roerig and Co., New York. 

Forest R. Lombaer has been appoint- 
ed vice president-personnel, and Calvin 
Kytle vice president-public relations at 
Nationwide Insurance, Columbus, 
Ohio. 

Recent appointments at International 
Business Machines Corp., New York, 
include Robert W. Hubner, executive 
assistant to the executive vice presi- 
dent and general manager of the Data 
Processing Division; Robert L. Adams, 
purchasing agent, and William B. Mce- 
Whirter, general manager of the Sup- 
plies Division. 

Edgar F. Rulon has been appointed 
vice president, finance at Fischer & 
Porter Co., Hatboro, Pa., and named a 
director of the company. 

T. W. Ernst, manager, Coil Sales 
Department of The Trane Co., La- 
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FOR FILING EFFICIENCY .. . 


BARKLEY TAB 


FILING SUPPLIES 


magnified 
for read-at-a-glance visibility 


angled 


to give full range, 90° visibility 


space saving 


to conserve expensive filing space 


durable 


/ to take continual use in active files. 


onan 0% 


TABULATOR GUIDES 


Sturdy 25 pt. pressboard with the 
Barkley Tab. Sets of 25 to 3000 
divisions A-Z, days (1-31), Months 
and States. Guides for Vertical fil- 


Ss ing too. CARD 
es: INDEXES 
CHECK FILE GUIDES : Barkley Tab extends over file cards to save 
A neat, efficient method of filing notes valuable filing space. Sturdily built to take con- 
and checks. 4 x 9 guides stocked in 25 stant use. Indexes of 25 pt. pressboard in three 
A-Z divisions, Months and 1-31 (days). sizes: 3 x 5, 4 x 6, 5 x 8. Sets of 25 to 3000 


en es division A-Z, States, Months, 1-31 (days). Tab 


stocked in six colors. 
FILE DRAWER 
INDICATOR 


Standard size with 
Barkley Tab—read 
bottom files from 
standing position. 


THE FINDIT SYSTEM 


The most efficient filing system, 
suitable for any size business. Easy 
to install and simple to maintain. 
Contains Control Guides with 
Barkley Tab, Miscellaneous 
folders, individual folders for ac- 
Bi ies counts and Barkley Tab Guides 
Cat for large, active accounts. 


EXECUTIVE 


3 DESK SIDE 
% FILE 
Z| SET 
n f 
: a c 
— x 
Rat: re PRESSBOARD FILE FOLDERS REDROPO BARKLEY TAB FOLDERS ra The simple way to keep papers in perfect order. 
a? Es Sturdy 25 pt. pressboard with a Economical folders of 18 pt. Red- Set contains 25 Redropo folders with Amber 
bia ue strong cloth gusset “W” shaped ropo stock with The Barkley Plas- Barkley Plastic Tabs. 75 special printed and plain | 
ee s atthe bottom for ready expansion. tic Tab in Amber. Plain inserts inserts permit tailoring of the file to suit each ° 
a 3 Pe Amber tabs. Letter & Legal sizes. furnished. Letter and Legal sizes. individual’s particular needs. 


Cc. L. BARKLEY & co. 1220 W. Van Buren Street ° Chicago 7, Illinois 
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IT’S TOTALLY DIFFERENT! 


The highest quality 
adding machine at 
the lowest price! 


Now being 
introduced 
for the first time 
in America! 


© ans acon | “10 Key 
0 Total 11” 


e Credit balance and 
subtraction in RED. 


It’s Years Ahead in Design, Construction and Performance 


BRUNSVIGA 


LARGE CAPACITY 10 KEY — 10 TOTAL 11 


The BRUNSVIGA Model 111RT brings you many quality fea- 
tures never before found in an adding machine at this amaz- 
ingly low price. You can buy the BRUNSVIGA with confidence 
because it is built and backed by one of Western Europe’s 
largest, oldest and most reputable manufacturers of adding 
and calculating machines. For proof of smooth and depend- 
able performance, see your local dealer for a demonstration 
—or send coupon for name of nearest dealer. 


Manufactured by the “PIONEERS FOR 85 YEARS” 
BRUNSVIGA MACHINE WORKS, Braunschweig, Western Germany 
Sole Selling Agents in the U.S.A. and Canada: 

TYPESALES, Inc., 419 Broome St., New York, N. Y. 

NATIONAL DISTRIBUTORS FOR USED IBM ELECTRIC TYPEWRITERS 


e All parts precision 
made of top grade 
hardened steel, coated 
with copper and re- 
coated with nickel for 
a lifetime of trouble- 
free operation. 

@ Easy-to-get-at mechary 
ism for cleaning and 
maintenance. 

e@ Comes equipped with a 
separate lever to op- 
erate manually as well 
as electrically. 


- Saree Low Priced 


ADBSING. S299% 


MACH i » E (Approximately $1 lt, 


than other machines of 


(with CREDIT BALANCE) _ comparable quality) 


—_——-<—-44 


TYPESALES, INC. 

419 Broome Street, New York, N. Y. 

Gentlemen: 

We are interested in the BRUNSVIGA Model 111RT Electric Add- 
ing Machine. 

() Please send us free literature. 

(CD Please arrange for a free demonstration. 


| ees TITLE 
Ee 

ADDRESS 

CITY NS eee 


DEALER'S NAME. 
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Yes, “BETTER PAPERS ARE 
MADE WITH COTTON FIBER" 
And WESTON BOND proves it 


Because it is made better with cotton fiber, WESTON 
BOND has all the beauty of finish, all the impressive- 
ness and character you look for in a letterhead paper. 
Against the sparkling brightness and uniform texture 
of WESTON BOND, typing looks neater, cleaner... 
letters look more inviting, easier to read. See for your- 
self the difference cotton fiber can make. Ask your 
— to use WESTON BOND on your next lot of 
etterheads. 
WESTON BOND is available through your favorite 
era in white, colors, white opaque, white litho 
nish and envelopes to match with instant sealing flap 
gum. Write for a sample book. Address Dept. UM. 


BYRON WESTON COMPANY 
Makers of Papers for Business Records Since 1863 


DALTON, MASSACHUSETTS 


WESTON BOND 


Cotton Fiber Quality Letterhead Paper 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page !04 


People in the News 
(From page 18) 


Crosse, Wis., has been named president 
of the Heating & Cooling Coil Mfrs. 
Association for 1957-58. 

Raymond W. Clancy has been named 
industrial relations manager, The Elec- 
tric Products Co., Cleveland. 

Robert E. O’Connell has been named 
office supervisor at the new Midwest 
Division plant in Fayetteville, Ark., 
by The Standard Register Co., Dayton, 
Ohio. 

F. E. Engel, office manager and 
head of the payroll unit, The National 
Supply Co., Pittsburgh, has been 
named personnel manager. Richard E. 
Brown has succeeded him as office 
manager, and Charles H. Gebhardt 
has been appointed manager, tax ac- 
counting. 

Paul A. Altpeter, formerly assistant 
controller, Telephone Finance Dept., 
Stromberg-Carlson, has been ap 
pointed assistant manager for admin- 
istrative procedures. 

George L. Charek has joined the 
A. E. Staley Mfg. Co., Decatur, IIl., 
as manager of its new systems and 
procedures department. 

R. ]. Morawetz has been appointed 
controller of Scripto, International, 
Atlanta. 

Martin Elander, secretary-treasurer 
of United Aircraft Products, Inc., Day- 
ton, has been elected to the additional 
post of vice president of finance. 

Laurens D. Dawes has been elected 
executive vice president, secretary, and 
treasurer in charge of corporate ad- 
ministration for Munsingwear, Inc., 
Minneapolis. 

Harold Bancroft has been named 
assistant secretary, Montgomery — 
& Co., Chicago. 

Bernard J]. Lavin has been elected | 
controller of G. Kreuger Brewing Co., 
and William L. Nason has been 
named treasurer and secretary. 

Harvey ]. Haughton, controller. | 
Jones & Laughlin Steel Corp., Pitts’ 
burgh, has been elected vice ipresident 
and controller. 

Frank E. Beane has been named 
vice president for finance, a newly cre- 
ated office with Underwood Corp, 
New York. 

William G. H. Acheson has been 
elected secretary of Western Union 
Telegraph Co., New York. 


OFFICE MANAGEMENT 
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-..-SO Simple because it’s All-Electric 


“Fourteen” Copying Ma- 
chine... for copies of 
originals up to 14 inches 
wide. Copies ledger 
sheets in only 6 seconds. 


iy 


“Secretary'’ Copying 
Machine . . . for legal or 
letterhead size copying. 


The terms THERMO-FAX, SECRETARY and FOURTEEN are 


) ‘ 
~, se 
v iw 
GD: d 


ks of Mi 


Thermo-Fax 


COPYING PRODUCTS 


i 
I 
! 
ta Mining and Mfg. Co., St. Paul 6, Minn. L. ee GE am anewed 


In and out in 4 seconds. That’s the kind of copy- 
ing speed and simplicity you get only with an All-Electric 
“‘Thermo-Fax”’ Copying Machine. This exclusive dry 
process gives you quick, clean copies of letters, invoices, 
reports, records—the business facts you need most—for 
as little as 5¢ each. There are no chemicals, no negatives 
to slow things down. You get more information faster 
... make faster decisions. Try it yourself. See how much 
time and money the simplest copying method yet can 
save you. Call your dealer now, or send coupon for details. 


9 an a ae em ean nm ene ee 


Minnesota Mining & Manufacturing Company 
Dept. KN-107, St. Paul 6, Minnesota I 
Send full information on the All-Electric "Thermo-Fax" Copying i 
Machine checked below: 
“Secretary” 
Copying Machine 


oO con an 


Name 


Company 


Address. 
City. 


Zone. Stote. 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 104 


ee his py a ee . a a a ees ll | Se See tell a ee: = wd 
a Tee le ' ii rs | PEN 90 de er — oy 
Ce PERSE LON Sy BRD - phe: = eek ad. : ee Ree -~ 
MP 4 ee 
ed a wo 
- uke 
IN ee 3 im 
| and : 7 a . 
7 ‘ ‘ ; ee: 
x A he ee ‘ . 
gem . be ai 
| te << . A _ 
ee oe " : ee ae os 
FF pind sy . “ae 
fae in 4 seconds ete ‘oe ‘! , é s 
td a... : 3 = = 
<a ' : Me Pee,-5 
ae « r 
q YD. oF a 3 
F ~ “ os "ag 
fe ? mm > 
| ies ae a ; 
be. , y oe ed af : aa 
Bs { M4 ae ase 3 
e. : si bier 4 i 
: ¢ ee etn 3 wa ‘te 
r 5 ‘ : : — ia 4 . 
q ae Mie.. Pade Tiger thee a silts 
eo - P a Af 
ae we suatets eee 1 7 ; 7 - 
oe ; ae 3 es, = — “a 
a pha ‘ die Bate taal — | Oe , 
poe = adpiuettgtie tas a ra Bey Pe 
iad ——— , — . a = 
# i, aes es i 7” BR cP i nail 4 , 
= _—  &§ 
= ~ = —- 2 Seok al A nt eg) a 
< _— makes copies® ; 
ail Ee ett eee SI Cnet agai” 6 a 
“ , ; + % ie oe tigate) Payee er ee eS | 
gee : tte Fae ae . bt Ig ae ere Ae eae < 
DE ae ee ~~ I$ & seco: — 
F i x SED - iz a me v ee 3 > erase . ea i By See. £3 ce i: ae 
\ ——_ ‘eae ; I eens — ore 
| fa 
| ee 7 
i 
Om "iy, 
if a i ie AN 
P| Se z mid " 
¥ sae 
Z ee ie 
& t ime, 
ae - 
Sa . 
NN Or. AO | \ 
ie ~~ al 
— — 
ei? Bice ae 
a ee ; 
| —_ emar ME nneso fi 
es OCTOBER 1957 a 23 
aa 
3, ao Be i ae — . a a oil aie = Bi 
See cn 4 > ‘ie | os 4 L i ‘ geet on Ys 8 oa) ‘args Ae 4 a 4 ube 5 ae ey, 
a5 ae ar Sk ~~ al > Z m =” | aa > / ee a* BA et ee ie nf , SR Rie Me onl aia 7 Cease ‘ << eae a 


point to your 
ever-increasing need for 


HERRING - HALL - MARVIN 


Fire-Tested and Certified 
Record Safes and Files 


The fire losses in the nation are on a frightening 
increase. Major fires have almost doubled in 
number during the period from 1952 to 1956. 
Of the 430 major fires (fires involving losses of at 
least $250,000) which occurred during 1956, 
eighty-six of them involved losses of a million 
dollars or more. $330,156,000 represents the 
“large fire’’ property loss for 1956, the worst in 
history. For the first six months of 1957, latest 
reports indicate that fire losses are still on the 
increase. LOSS OF RECORDS IS ESTIMATED TO 
REPRESENT THREE TIMES THE PROPERTY LOSS. 


Read that upper paragraph once more. Know 
the facts! Be aware of the heavy burden fire is 
placing upon American business. 


Model 5533-B Record Safe, one of many styles and 
sizes in the Herrings Halle Marvin line. 


HERRING-HALL*MARVIN SAFE COMPANY 


Hamilton, Ohio . BUILDERS OF THE U.S. SILVER STORAGE VAULTS AT WEST POINT 
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FIRE FACTS # = 


=F 


‘ae & > 7 Awe: 


Insurance covers loss of property, goods and 
equipment, but when valuable records are de- 
stroyed, two out of every five firms go out of busi- 
ness within six months after the fire. The only ade- 
quate protection against this ever-present dan- 
ger is a fire-tested and certified safe or file with 
adequate capacity for every record that is essen- 
tial to the successful continuation of the business. 


Get the best protection against record loss pro- 
vided by Herring.Hall.Marvin Fire-Tested and 


Certified Record Safes and Files. On the morning following a fire 
there is nothing more satisfying to the businessman victim than 
to find his vital records safely preserved in Herring. Hall. Marvin 
fire-resistive equipment. 


Write today for new, profusely illustrated catalogs of Fire-Tested 
and Certified Record Safes and Files. 


HERRING - HALL: MARVIN FIRE-RESISTIVE EQUIPMENT 
I$ NEEDED IN ANY BUSINESS, BECAUSE .. . 
FIRE CAN STRIKE ANY BUSINESS! 


HALL MARVIN 


AMILTON. OHIO. yy 
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Books and Pamphlets 


| Management Aids for Small Busi- Smal I fol di n G m ach I n e 
.--makes all hands happy! 


ness—Annual No. 3 consolidates 11 
management aids for the small-sized 
firm into a single, permanent volume. 
Some of the aids included are “How 
Good Records Aid Income Tax Re- 
porting,” “Wage Incentives in Small 
Business,” “Streamlining Office Sys- 
tems in Small Business” and “How 
Marketing Research Helps Small Busi- 
ness.” The aids originally were is- 
sued from July 1954 through June 
1955. Copies of the Annual may be 
obtained from the Superintendent of 
Documents, U. S. Government Print- 
ing Office, Washington 25, D. C., for 


45 cents each. 


Folding by hand costs too much in 
time, money, and concentration, takes 
girls away from their regular work 
... and is unnecessary today when the 
Pitney- Bowes Model FH makes all 
hands happy! 


Techniques of Systems and Proced- 
ures, by H. John Ross. A handbook 


on office systems, this new study de- 
tails many “how to” measures to en- 
hance paperwork control It covers 
such procedures as how to make a cler- 
ical survey; make process and pro- 


This Model FH is an efficient fold- 
ing machine for the smallest office— 
costs less than a standard typewriter! 
Light and portable, it can be moved 


cedure charts; design, eliminate and 
ade- control forms; simplify systems; apply 
dan- motive analysis; install and judge a 
with system, and write instructions. Mr. 
sen- Ross is a member of The Academy 
of Management and former manager 
of a large corporation’s Systems and 
pro- Procedures Department. Price, $15 
and postpaid, from the Office Research In- 
stitute, 210 Fifth Ave., New York 10. 


anywhere...set for a job in seconds. 
And anybody can easily operate an FH. 
It will double fold 8% x 11 sheets 
— up to 80 per minute, with 
semi-automatic feed. (Full 
} automatic feed, optional at 
/ only slightextra cost.) Makes 
eight different folds. Takes 


A rans ba paper in most standard weights and 
wears A Management Guide to Electronic a standard finishes, in sizes from 3 by 3 to 8% by 


Computers, by William D. Bell. This 
408-page, illustrated book is planned 
sted especially for the businessman — ex- 
plaining, in non-technical language, 
the business applications of electronic 
computers; what computers are for; 
what the equipment is and how it 
: T works; what results and problems the 
EN machines bring; how to discover if 
such a system is needed and how to 
justify it; how to choose and install 
a system, and the actual experiences 
of many firms with electronic data 
processing. It also uses factual, real- 
istic information to explain input de- 
vices, memory and the arithmetical 
and logical operations of the new ma- 
chines and systems. Case histories in- 
Re clude use of both small and large com- 
puters by such companies as American 
Airlines, Inc., The Metropolitan Life 
AS Insurance Co. and General Electric 
Co. Priced at $6.50, the book is avail- 


MENT OCTOBER 1957 


oe 14inches. It will also fold stapled sheets. 


The FH is one of the best buys in 
office equipment today. Even on one 
or two jobs a month, it quickly pays 
for itself. Ask the nearest Pitney-Bowes 
office for a demonstration. Or send the 
coupon for free illustrated booklet. 


PITNEY-BOWES 


Folding 
Machines pine 


Addres s 


PitNey-Bowes, INc. 
2923 Walnut Street 
Stamford, Conn. 


a@p 


Send free booklet on Folding Machines to: 


Originator of the postage meter... 
Offices in 105 cities. 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 104 25 


= : al F ee ee if — = - hie bo oes ae: yee oh, 
“§ 
ae 
ee ! 7 
e.8 
; SAM \ vias Se 
{ oo 2 ony 5 Te 
| ABAD ALD a 
\ 
1 Lh \ a ’ 
\ a 
Re, } [Sy "ie 
te J | ly ‘ 
fa 17 = 
: j Fd 5 as 
>| on? ; 
G3 
ll J Veg Ye/i if 
and . Tz ; 
- de- 47) \ \\ oy 
ms J they NS a 
| WY a 
i be \ et fe j Re 
Pndes \ ie sal 
€ it SD, 
a 
i i se 
P| H e aa H 7” 
I 1 
I de 
1 aah 
| | 
ee } a 
t ‘~~ 
Name ' it ae 
eee BS 
—_ =| 
| ish 
ee ee Tage 


*Dealers listed in 


Yellow Pages under “Office Furniture”. 


~ 
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EXECUTIVE TECHNIPLAN 


Time's past . . . when it was satisfactory to move up 
into a top job and inherit the furniture of the man 
before you. Increased demands made on today’s top 
executives dictate an office designed to suit your 
individual needs, while reflecting the ultimate in taste. 
Globe-Wernicke makes this milestone in office in- 
teriors a reality . . . with Executive Techniplan. 

Executive Techniplan is contemporary-styled, metal, 
modular office furniture . . . so flexible that literally 
hundreds of arrangements are possible, and one that 
most perfectly suits you. Components include varied- 
size desk and auxiliary tops; drawer, cabinet, book- 
case, and storage units. And arrangements are avail- 
able in more than 240 different color harmonies... 


making the sky only the start for color planning! 


Make business a pleasure! Call your Globe-Wernicke 
dealer* today... and acquaint yourself with Executive 
Techniplan. No obligation, of course. Or write us direct 
for free, illustrated brochure on Executive Techniplan, 
Dept. A- G-10. 


GLOB B- WERNEICKE 


© 


Cincinnati 12, Ohio 


FOR Wy ~ YEARS. MANUFACTURERS OF THE WORLD'S FINEST BUSINESS EQUIPMENT, SYSTEMS AND FILING SUPPLIES 


—— eee, 
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able from McGraw-Hill Book Co., 
Inc., 330 W. 42nd St., New York 36. 

1957 Guide to Record Retention Re- 
quirements, published by the General 
Services Administration. This 56-page 
document contains the latest informa- 


tion on what records the public should | 


maintain and hold against possible 
government audit or examination. Al- 
most goo entries detailing the respon- 
sibility and retention period for the 
many types of records that may be re- 
quired by 10 executive departments 
and 16 independent agencies of the 
government are included. The Guide’s 
index, covering about 1500 items, lists 
for ready reference the categories of 
persons, companies or products to 
which the record retention require- 
ments apply. The Guide is a part of a 
recent edition of the Federal Register, 
a daily digest ef current notices and 
regulations issued by Federal agencies, 
and may be obtained from the Superin- 
tendent of Documents, Government 
Printing Office, Washington, D. C.. 
for 15 cents. 


Practical Office Timesavers, com- 
piled by Arthur H. Gager, staff direc- 
tor of the National Office Management 
Association, lists hundreds of time- 
saving ideas for short-cuts in office 
procedures. The 279-page book de- 
scribes how each operation was per- 
formed before the time-saving idea was 
introduced, and the resulting benefits 
of the short-cut. It is distributed by 
McGraw-Hill Book Co., Inc., 330 W. 
42nd St., New York 36, at a price of 
$5. 


Ten Commandments for Writing 
Letters That Get Results, by John P. 
Riebel and Donald R. Roberts. This 
book presents 1o rules for writing ef- 
fective business letters. Examples of 
poor business letters, with re-writes 
showing how and where to improve 
them, are included, as are a number 
of reproductions of model letters which 
the authors have “elected” to the Hall 
of Fame of business letters. The 184- 
page book is published by Printers’ 
Ink Books, Pleasantville, N. Y., and is 
priced at $6. 


Management Accounting for Profit 
Control, by I. Wayne Keller. In this 
435-page book, Mr. Keller, controller 
of the Armstrong Cork Co., indicates 
methods to use cost accounting to set 
up company profit objectives, guide 
management decisions, and analyze 
and interpret performance to find cor- 
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thanks to 


“ROCKWELL speeds sii 


2° | aa 


XEROGRAPHY... 


cuts duplicating costs 35%” 


“Xerography gives us dependable, on- 
the-spot, one-hour duplicating serv- 
ice—something we haven't been able 
to get any other way,” says F. P. Max- 
well, vice-president of the power tool 
division of Rockwell Manufacturing 
Company, Pittsburgh, manufacturer 
of the world famous Delta and 
Walker Turner power tools. 


“Such service, as any business exec- 
utive knows, is vital to many phases 
of an effective program.” 


Rockwell carries out production at 
23 plants, divisions, and subsidiaries 
in 12 states, Canada, and foreign mar- 
kets. Understandably, the administra- 
tion and communications necessary 
for such an industrial network are 
complex, but they have been greatly 
simplified by the use of XeroX® copy- 
ing equipment. 

“Xerography,’ says Maxwell, “has 
speeded our paperwork, and cut our 
duplicating costs by at least 35%. 
More important, it has made possible 
the effective use of modern manage- 


Xerography copies anything writ- 
ten, printed, typed, or drawn. 
Same, enlarged or reduced size. 
Copies onto all kinds 
of masters—paper, 
metal, spirit, trans- 
lucent—for duplicat- 
ing. Copies line and 
halftone subjects. 


ment methods that—without a sys- 
tem like xerography—would be im- 
practical, if not impossible.” 

Xerography—the clean, fast, dry, 
electrostatic copying process—enables 
Rockwell to distribute copies of 
monthly accounting statements to all 
key personnel within a few hours after 
the statements are completed. Pre- 
pared on 11” x 17” work sheets, the 
statements are reduced with fine legi- 
bility by xerography to 8Y2” x 11” size 
on offset paper masters for runoff of 
multiple copies. 


Other Rockwell applications of 
xerography are price sheets and sales 
literature hurriedly needed, internal 
telephone directories, up-to-the-min- 
ute lists of sales personnel for various 
divisions, and, in short, wherever else 
speed and self-sufficiency are vital to 
Rockwell’s communications program. 


WRITE for proof-of-performance 
folders showing how xerography is 
saving time and thousands of dollars 
for companies of all kinds and sizes. 


THE HALOID COMPANY 
57-88X Haloid Street, Rochester 3, N. Y. 


Branch offices in principal U.S. cities and Toronto 


HALOID 
XEROX 


VISIT THE HALOID BOOTH AT THE NATIONAL BUSINESS SHOW 
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rective measures when objectives are 
not being met. Several of the step-by- 
step aids the books contains are: How 
to set up a system of accounting codes; 
what factors to consider in originating 
a job-order cost system; how to de- 
termine the proper “budget period” 
for a company, and what cost factors 
to consider when setting sales prices. 
The book is published by McGraw- 
Hill Book Co., Inc., 330 W. 42nd St., 
New York 36, at $7. 


Tax Pianning Under the New Reg- 
ulations, published by The Journal of 
Taxation, consists of 14 chapters, each 
written by a separate author, on a dif- 
ferent tax question of current impor- 
tance. The authors are all lawyers 


and accountants, and their studies are 
based on papers written for the Third 
Annual Institute of Taxation held late 
last year in Houston by the Texas So- 
ciety of Certified Public Accountants 
and the University of Houston. Priced 
at $4.95 and containing 200 pages, 
the book may be ordered from The 
Journal of Taxation, 147 E. 5oth St. 
New York 22. 


Human Relations in Business, by 
Keith Davis. Written for students both 
in school and in business, this 557- 
page book is concerned with persons 
who work together as manager and 
employee, and with how they may be 
motivated to greater teamwork, 
Among topics discussed are human re- 


Hano Refolder Registers in 4 widths, 
electric or manual; all-aluminum Port- 
ables and pocket size Porta-Pak, plus 
cash drawer units. 


One-Time Carbon Hano Snap-a-Parts, 
Multi-Snaps, Special and Custom plus 
special purpose forms, orders, memos, 
meter tickets, repair orders, invoices. 


Hano Litho-Tab marginal punched forms 
are trouble-free with better papers, more 
sensitive carbons. Stock Tab also avail- 
able for many requirements. 


Low-Cost Standard Body Forms, semi- 
custom Han-o-Sav, plus extensive Cus- 
tom Register form list . . . all with stand- 
ard punching. 


Hano — your “one-stop” source... 


for time-saving business systems. For the right form or 
system for your specific need, you'll find Hano the only “‘one- 
stop” source. A complete line of Registers and Forms, 
Snap-a-Part sets, Continuous and Tab forms can solve your 


problem . . . at low cost. 


There’s a Hano man or dealer 


ready to help you save time and money. May we have him 


contact you? 
8-page folder shows Hano 


on request. 


complete line. Available nee 


COMPANY INC. 


General and Sales Offices: Warehouse and Branch Plant 


HOLYOKE, MASSACHUSETTS MT. OLIVE, ILLINOIS 
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lations training and executive develop- 
ment; role playing; wage incentives; 
communication analysis; staff-line prob- 
lems; human effects of automation; 
human problems of older workers; job 
evaluation; work simplification, and 
new treatment of the span of super- 
vision (span of control). Cases are in- 
cluded to illustrate problems and to 
offer practical experience in solving 
them. The book is priced at $6.50, 
and is available from McGraw-Hill 
Book Co., Inc., 330 W. 42nd St., New 
York 36. 


The Dynamics of Capitalism, by Dr. 
Julius T. Wendzel. In tracing the link- 
age between the owner of capital and 
the enterprisers who provide new busi- 
ness ideas, Dr. Wendzel maintains that 
men of business imagination must 
have access to adequate capital at all 
times. In his book, he outlines changes 
in attitudes and policies he believes 
necessary if the American economic 
system is to deliver the total product 
and standard of living of which it is 
inherently capable. The author is eco- 
nomic program director, W. E. Up- 
john Institute for Community Re- 
search, Kalamazoo, Mich., and _for- 
merly served as economist in a num- 
ber of government bureaus. The book 
is published by Harper & Bros., 49 
E. 33rd St., New York. 


Better Wage Incentives, by Phil 
Carroll. This new book, including 240 
pages and too line drawings and 
charts, is aimed in particular to indi- 
cate the need for more and better in- 
centives, especially for “indirect” peo- 
ple and supervisors, and how these 
may be brought about in the average 
company. It also emphasizes the va- 
rious types of incentive grievances, 
how to plan to prevent them, and how 
to remedy them if and when they 
arise. Mr. Carroll, a practicing indus- 
trial engineer, consultant and speaker, 
is the author of other books on time 
study, production costs and cost con- 
trol. The book retails at $4.75 from 
McGraw-Hill Book Co., Inc., 330 W. 
42nd St., New York 36. 


The Universal Plan of Job Evalua- 
tion—Installation Manual, by P. A. 
Belanger. Divided into two sections, 
this manual is designed to present 
the structural details of a job evalua- 
tion plan which, the author declares, 
will rate jobs and can be applied to 
any type of business or any division 
of a business. Part One presents a 
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ECONOMICAL 
writing tool 
for the office 4 


Are you taking advantage of the 
remarkable new Venus Velvet ball 
PEN :-cil for your office? Leading 
firms in business and industry from 
coast to coast are equipping their 
personnel with this great new writ- 
ing tool. Here’s why it improves 
efficiency and lowers costs: it com- 
bines the best features of a pencil 
and ball pen . ... wood barrel has 
lighter, comfortable feel of a pencil 
...no point to wear down or 
sharpen . . . finest ball mechanism 
..-ink supply lasts longer...comes 
in 4 styles for every writing job. 
Regular: ‘for all general-purpose 
writing. Double .Duty: double ink 
supply doubles writing mileage. 
Super Fine: for extra-fine writing. 
(All in choice of blue, black, red or 
green ink.) Liquid Velvet Lead: for 
Liquid Graphite pencil writing and 
erasability. 29¢c — 39c each. Less 
by the dozen. Order from your 


stationer. 
Venus... 
of fine A 
f stots in 
Pencils & Pens a 
Try the Venus Velvet ball PEN -cil in your office. & 
MAIL THIS COUPON ¥ 


Venus Pen & Pencil Corporation, Hoboken, N. J., Dept. OM-10 


Please send me a sample of the Venus Velvet ball PEN -cil 
at no obligation to me. 


Check style 
omen PLEASE PRINT desired here: 
4 Company Name C0 Regular 

c j . Ba 3s Address (0 Double Duty 

. (0 Super Fine 
sad ne C) Liquid Velvet 
Stationer’s Name. Lead PEN -cil 

OCTOBER 1957 For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 104 29 


ee 
elop- por 
ives; au 
yrob- a 
tion; — e ne 
i ~ ; to bring you & 
and | ia & 
iper- | . iL ‘ S 
i ‘ Sa 3 
> in- | om Lh a 
1 to i e ts. 
ving 3 
6.50, 
-Hill . 
New A 
Loy J Mh, 
i 
|e. 
link- 
and ! 
busi- 2 
° 4 : 
that =| By 
» ee 
must 3 \ 
t all | 
nges 4a nek 
leves = es 
i BiH Ae 
omic si) BS 
duct ws i ae 
it is e: ? a 
eco- . ch eat 
— ot ste 
ae 
Re. . ie os 
for- | a 2 > ral 
book | a ae > ; 
> 49 | a , ‘ 
& j ® \ “ 
Phil | . _— \i. 3 
240 - - . = ' 44 
and — |. € ; 
‘ : | <a ee e. 
indi- | —_——h—l(iti a ~* 
r in- E - ..— A ae 
f — 4 ag Fe. shies / é : 
> Va- — — | : 
ae “ ee y 3 
ef _ —_—— | 
how > a ; 
they | & j } 
dus | _— 
aker, ae : 
time & Fie e : —_—_——_— 
con- | enstiieiant | pam ; 
from 4 oF Bie 7 = 4 I D> N 3 S 
Ww Sunt Silay ee : ¢ 
| PE oy i 
a ] EY + oe ctl re ae _ — 
alua- we Bit = + andes 7 Shoe oe al i . 
. A. 4 
ions, | ape 
esent - 
alua- | F 
lares, ote 
d to hs 
ision | ‘ 
Oe oti 
ENT wi 
cm 


“universal scale” for rating both man- 
ual and non-manual or staff positions. 
Part Two discusses merit rating of 
employees. The last page of the man- 
ual suggests a simple experiment to 
prove the plan without disturbing a 
company’s present set-up, and forms 


-and charts are available. The book is 


published by the author at P. O. Box 
63, York, Pa., for $10 a copy. 


Personnel Administration: A Point 
of View and a Method (Third Edi- 
tion), by Paul Pigors and Charles A. 
Myers. Centering around manage- 
ment aspects of personnel administra- 
tion, this 711-page book sketches the 
entire field by including a general ap- 
proach to the understanding and treat- 
ment of personnel problems. Part One 
covers the range of recognized per- 


sonnel activities; Part Two empha- 
sizes the value of case study in man- 
agement development and furnishes 
representative case material to illustrate 
the wide range of inter-related per- 
sonnel problems. An extensive biblio- 
graphy provides the reader with in- 
formation about the best available 
source material in the field. A number 
of revisions include latest research 
studies and recent developments. The 
book is published by McGraw-Hill 
Book Co., Inc., 330 W. 42nd St., New 
York 36. 


Commercial Credit and Collection 
Practice (Second Edition), by Watrous 
H. Irons and Douglas H. Bellemore. 
Designed for the student of credit, this 
revised edition retains its emphasis on 
a comprehensive statement of the fun- 


he 
hi 


FIDELITY 


For Thin Letterheads, 


Copies, Records 
and Forms. 


Reduces typing, mailing 


and filing expenses. 


Send for this 


PROVE-IT-YOURSELF KIT 


of Fidelity Onion Skin 


TURNERS FALLS, MASSACHUSETTS 


te ONLY concern in the United States SPECIALIZING in the 
- manufacture of rag fiber ONION SKIN and MANIFOLD papers. | 
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damentals and principles which under- 
lie credit and collection practice, while 
at the same time developing’ the tech- 
niques of analysis, the key to the solu- 
tion of credit and collection problems. 
Thus, the book centers on an under- 
standing of why accurate evaluation 


—————eeereeeeeror 


of credit risks must be made—and | 


what information is available for that 
purpose—and on an understanding of 
how to analyze credit data in order 
to make those decisions essential to 
the efficient and practical operation of 
a credit department. Mr. Irons is presi- 
dent of the Federal Reserve Bank of 
Dallas; Mr. Bellemore, professor of 
finance at New York University. The 
book is priced at $6.75 and is avail- 
able from The Ronald Press Co., 15 
E. 26th St., New York 1o. 


How They Handle Their Personnel, 
by William L. Barton. This 196-page 
book covers such diverse personnel 
policy questions as the selection of new 
employees, application procedure, in- 
vestigation of new employees, aptitude 
testing, sources of new employees, 
promotion from within an organiza- 
tion, remuneration and job classifica- 
tion, employee welfare and_ benefits, 
training and education, and significant 
trends and developments from 1941 
through 1955. A variety of tables il- 
lustrates statistical information on a 
great number of personnel administra- 
tion problems, thereby offering a step- 
by-step comparison of more than 100 
actual programs. The book is pub- 
lished by Management Publishing 
Corp., 22 W. Putnam Ave., Green- 
wich, Conn. 


Case Studies in Records Retention 
and Control, published and distributed 
by the Controllership Foundation, 
Inc., 2 Park Ave., New York 16, pre- 
sents detailed case histories of the rec- 
ords management programs of 13 com- 
panies, carefully selected to provide a 
cross section as to industry, size, lo- 
cation, and volume of records. The 
actual experience of each company is 
given from the time it inaugurated a 
records program to the present, and 
the background and organization of 
each company are detailed for the 
reader to understand each firm’s spe- 
cific problems and objectives. Statisti- 
cal data, schematic diagrams and ap- 
pendices are featured for visualization 
of the situation existing in each com- 
pany. Copies of the 455-page study, 
priced at $7.50 each, may be obtained 
direct from the Foundation. 
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BECAUSE I SUGGESTED 


») 


WHATS AN 8-LETTER YW 
WORD MEANING 
“CONSISTENTLY SHARP”? 


wieapo 174 “ee 2 jit 


SWITCHING TO MIRAOO! 


MAKE ‘EM VANISH 
WITHOUT A 


~)) 


EAGLE ... it's right in any office! 


~ EAGLE VERITHIN is one 


EAGLE MIRADO stays EAGLE ERASERS make 
sharp for pages! mistakes vanish without a trace! red pencil that really stays sharp! 
OCTOBER 1957 For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 104 
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“Look, 


If desks in your office 
are cluttered like this, they’re time wasters 


no clutter on top or in drawers 


It organized my work and doubled my work space 


of desk, not worker 


if you can't cure desk clutter it’s fault 


are off-the-desk trays for incom- 
ing, outgoing and pending letters, 
off-the-desk space for work or- 
ganizers, work separators, de- 


Cluttered desks are a sure sign of an old fashioned 
office—a carry-over from the 20’s. Today’s modern 
offices have ‘‘clutter-proof” desks—the ingenious 
Shaw-Walker Desk that makes other desks 
obsolete by its many improvements. 

With these new desks, time-wasting top clutter 
and drawer hodgepodge are eliminated. Fully 
75% of things that drift around on top of other 
desks have a specific place inside this desk. There 


Ay Built Like a 


GHAW-WALKER 


ferred projects, binders, books, 
pads, forms, card lists. There’s 
even an in-drawer wastebasket and provision for 
in-drawer phone! 

With Shaw-Walker “Clutter-Proof” Desks, us- 
able working space on the desk tops is doubled. And 
with everything so well organized inside the desks, 
more work gets done, easier, faster. 

See these “‘clutter-proof” desks at our branch 
or dealer or write Shaw-Walker, Muskegon 82, 
Michigan for new 252-page Office Guide. 


Largest Exclusive Makers of Office Equipment 
Muskegon 82, Mich. Representatives Everywhere 
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Coming Events 


NIGP 12th Annual Conference and 
Products Exhibit. Cincinnati, October 
6-9. 


Sponsor: National Institute of Govern- 
mental Purchasing, Inc. Place: Hotel 
Netherland Hilton. 

NOMA Miami Regional Conference 
and Exposition. Miami, Fla., October 
6-9. 

Sponsor: National Office Management 
Association. Place: McAllister Hotel 
and Miami Municipal Auditorium. 


SPA International Systems Meeting. 
Los Angeles, October 7-9. 

Sponsor: Systems & Procedures Associ- 
ation of America. Place: Statler Hotel. 


NABAC Conference. Atlanta, October 
7-10. 


Sponsor: National Association of Bank 
Auditors and Controllers. Place: At- 
lanta Biltmore Hotel. 


RSPA General Meeting. Chicago, Oc- 
tober 8-10. 


Sponsor: Railway Systems & Proce- 


dures Association. Place: Morrison 
Hotel. 


8th International Office Equipment 
Show. Paris, October 10-20. 
Place: Parc des Expositions, 
de Versailles. 


Porte 


AMA Office Management Conference. 
New York, October 23-25. 

Sponsor: American Management Asso- 
ciation. Place: Statler Hotel. 


SAM Conference on Progress in Meas- 
urement of Management. October 24- 
25. 


Sponsor: Society for Advancement of 
Management, Inc. 


9th Annual Office Management Con- 
ference. College Park, Md., October 
24-26. 

Co-sponsors: University of Maryland 
and Area III, National Office Manage- 
ment Association. Place: University of 


Maryland. 


NMA 34th National Conference. Pitts- 
burgh, October 25-26. 

Sponsor: National Management As- 
sociation. Place: Penn-Sheraton Hotel. 


National Business Show, New York, 
October 28-November 1. 


Sponsor: Office Executives Association 
of New York (New York Chapter of 
the National Office Management Asso- 
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THAT shorter work week, which, 
we're told, will be standard policy 
in the nation’s offices before long, 
may meet with a delighted response 
from employees, but it could con- 
ceivably lead to chaos among their 
employers, and, possibly, among the 
employees themselves. Proponents 
claim the trend will spread the 
work load, create more job oppor- 
tunities—and offer employees more 
leisure. And there’s the rub. 


FOR with this extended leisure 
time, many men and women claim 
they won’t know how to pass the 
time. Some have even expressed 
fears that leisure—great, long 
stretches of it, will become so tire- 
some, that they'll rush back happily 
to their files and typewriters after 
18 hours or so of unadulterated 
straining to relax. 


A recent article in the Wall Street 
Journal, however, underscores a 
new danger in the solution many 
workers have found to the situa- 
tion—working two jobs. This, 
the Journal reports, has already 
become very popular among work- 
ers in the rubber industry, who find 
their six-hour day encourages them, 
not to seek the frivolous life, but 
to find a second job for those long, 
empty hours. 


THE warning signals are hoisted. 
No man, we are informed by au- 
thorities, can serve two masters, and 
serve each well. Overtime, rather 
than being a welcome opportunity 
to earn a few extra dollars, will 
turn into a conflict in loyalties: if 
the employee cannot leave the first 
job on time, how may he be ex- 
pected to report to the second on 


schedule? With his increase in take- 
home pay the average worker nat- 
urally will want to buy—probably 
on the instalment plan—some of 
the many items he doesn’t need, 
but wants anyway. The two-income 
worker will become the standard, 
and the slightest recession in any 
sector of the economy could have 
untold effects on workers who pre- 
sumably are busily employed in en- 
tirely different industries. House- 
holds where both husband and wife 
hold double jobs—the imagination 
staggers! 


THEN, too, could any employer— 
not to mention two—bear for long 
the sight of a fatigued Bill Jones 
slumped over his calculator, dream- 
ing of the vacation he’s never had 
time to take, since his working 
hours were cut. And what might 
happen to executive morale when 
the boss, who presumably will con- 
tinue to take a briefcase full of 
work home every night, finds his 
subordinates are earning more than 
he is? 4 


THE immensity of these new prob- 
lems perhaps helps explain why a 
“quiet room” such as Connecticut 
General’s (see page 43), logically 
should enjoy wide popularity in 
new offices—at least until the day 
when some bold innovator pro- 
claims that in his company every- 
one will be allowed to work a full 
eight hour day, with half-day on 
Saturday, and that applications will 
be welcomed. 


ober + 1 Sah 
Editor 


ciation). Place: New York Coliseum. 


IMS 2Ist Annual Time and Motion 
Study and Management Clinic. Chi- 
eago, October 30-November 1. 
Sponsor: Industrial Management So- 
ciety. Place: Hotel Sherman. 


CIA Annual National Conference. 
White Sulphur Springs, W. Va., No- 
vember 1-4. 


Sponsor: Controllers Institute of Amer- 
ica. Place: Greenbrier Hotel. 


Institute on Electronics in 
Washington, D. C, 


Fourth 
Management. 
November 4-8. 
Sponsor: The American University, 
School of Government and Public 
Administration. Place: Downtown 
Center, The American University. 
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— z This is the way your 
{ automatic office begins |, 


=~ cc 
...with the fully automatic Friden Calculator—the : 
one and only Thinking Machine of American Business t 

A“ —taking over everyday statistical work for payroll, | th 
invoicing, inventory, sales analysis, all the figuring you do! | th 

us 

You move your business deep into the new automatic figuring era . 

the day you buy a Friden Calculator. It performs more steps in | 
figure-work without operator decisions than any other calculating - 

machine . . . delivers near instantaneous answers at the touch of a a1 
tte ‘the essential programmer in many IDP systems. Watch | Ia 
the Friden Calculator go to work on your toughest figuring routines. th 

See the time savings it brings. Many models, all simple to operate fi 

Call your nearby Friden Man. ; 

t 

b; 

brings you an automatic office t 

Commercial Controls Corporation, Rochester, N. Y., Subsidiary ir 

h 


©Friden Calculating Machine Co., Inc., San Leandro, California — sales, instruction, service throughout U.S. and world. 
For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 104 OFFICE MANAGEMENT C 
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The “benefits of batching”’— 


higher production, lower costs 


One group of relatively unskilled workers can do most 
of any office’s work if the office divides all tasks into “sim- 
ple and complex,” and “batches” all simple jobs— 


IN AN OFFICE in Midtown New 
York, an alert visitor, forced to wait a 
few ‘minutes for an appointment, 
might spot semething rather unusual 
in the way the general office workers 
were doing their work. He would 
notice that many of them were carry- 
ing out precisely the same operation, 
in precisely the same way. It would be 
a very simple operation—picking up a 
form with the left hand, perhaps, 
checking it against a list, making a 
notation with a pencil in the right 
hand, dropping the form in a basket, 
picking up a new one, and repeating 
the sequence. 

Not too unusual? A moment's 
thought will show it is, except in large 
companies which have work pools ex- 
clusively concerned with one specific 
job in the overall operation. And even 
there, the way each worker carried out 
the right job might vary in detail. In 
this New York office, each worker is 
using exactly the same movements in 
doing her job. 

Now, if our hypothetical visitor 
stayed a while longer, he would see 
something else quite uncommon in 
an office. As the workers made the 
last notations on the last forms on 
their desks—and they would all 
finish within a few minutes of each 
other—their supervisor would talk to 
them for a few minutes, another 
batch of work would be brought to 
them, and now the entire force, again 
all working in unison, and each work- 
ing according to the same pattern as 
her fellows, wouid go through another 
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__ by Ralph W. Fairbanks and Jerome Hoffman 


. Inc., Management Consultants, Greenwich, Conn. 


simple work sequence no more com- 
plicated than the first but differing 
entirely from it. 

That particular office is the head- 
quarters of a company which includes 


sixteen different organizations, each 
of which is of a mail order nature, 
each of which has its own individual 
policies and procedures. The women 
in the office, working with such 
strangely similar motions, on such 
strangely identical tasks, are perform- 
ing the great bulk of all the clerical 
operations for every department in 
that company. 

Highly trained specialists? On the 
contrary, they are nearly all tempo- 
rary workers, who have had a mini- 
mum of training with the company, 


Constant repetition of one simple mechanical action builds up high speed 


35 


ee 


ia = 


bes 


Pee es ee aa a. 7 a ee ie ae =” yy Tae 
, ee nNan¢ ae jent Pa 
rrr 
5 t 
TT cn + 
| | EEE EE SBE B LEK Ooo. Ep EE SEES BE: 
a rd We 
=~ a > . e4T 
=  _ i « Za 
. | ence Sean, Sea r j 
{ , : itiiiatati a 
ey 4 
. te) (2 © - — 
. oF i (7 Z...) (Cy i 
7 Ww), ForZ 
WHS) 
| ~.8 . LY (2 r+ 7 
a Sea 
+ <<< 
Et = figs 
3 


a 


and who are receiving a lower hourly 
wage than the great majority of per- 
manent employees. 

Those workers in New York re- 
present a new work pattern—and 
they represent a solution to many of 
the troubles that are plaguing today’s 
office. 

The troubles are real enough—com- 
petition for employees, an_ ever-in- 
creasing work load, no _ foreseeable 
moment when the labor shortage will 
end. But because troubles are real 
does not mean they are insoluble, and 
it doesn’t mean either that there is 
one solution and only one to them. 

Thus, in the face of a rising work 
load, we can do several things. We 
can hire more people to take care of 
the load—the easiest way out, and 
usually the poorest one. That is, it 
was the easiest way out until so many 
offices began following it that the pool 
of good potential workers was almost 
exhausted. Offices began hiring low- 
quality workers, and now it’s reaching 
the point where they can’t even get 
enough of them. 

We can analyze the whole pattern 
of work by which our office operates, 
redesign it entirely to make it both 
more efficient, and less demanding of 
personnel. In this process, we may 
mechanize a great many operations— 
again lessening the pressure for per- 
sonnel. This is, obviously, a more 
intelligent approach than Number 
One—which is self-defeating as well 
as expensive. But Number Two can 
be expensive, too—far too expensive 
for many companies. 

Those are the office’s usual solution 
to its troubles. But if the first is a 
poor solution to start with, and won’t 
work at all any more because there 
aren’t enough fulltime workers to 
be found, and the second is too ex- 
pensive for a given company, what are 
we to do? 

We can do this. We can refuse to 
be defeated because neither of the 
two obvious solutions is available to 
us. We can decide that there must be 
a solution to our particular problem 
and find that solution—even if it 
involves being totally unorthodox for 
once. The unorthodox is not to be 
feared—it’s to be sought. That is a 
hard fact for many offices to accept. 
Sut factories have been accepting it 
for years: that’s one of the major 
reasons why individual production for 
each factory worker continues to rise 
while production for clerical workers 
remains static. 
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So let’s look a little more closely 
at this major area troubling offices 
today, and see what can be achieved 
by a totally new approach to a solution 
of that trouble. Let’s look at what can 
be done when a company can’t find 
enough clerical workes to meet its 
needs. 

An obvious way out may be hiring 
part-time workers—housewives who'd 
like some extra money but want to 
work from nine until three rather than 
nine to five, or who want to work 
only on Mondays and Fridays. But 
this solution, obvious as it is, is 
shunned by many companies because it 
involves a whole new set of problems: 
split accounting records and payrolls, 
not having workers when they’re 
needed, and having idle workers at 
other times; training difficulties. So, 
too many offices abandon the whole 
idea as impractical. 


Two changes pave way 


And so it may be—in terms of the 
traditional ways of doing office work. 
But suppose those traditional ways are 
altered in two significant respects: 

Dividing all clerical work into 
simple and complex tasks, followed 
by assignment of all simple jebs to 
one group of workers, all complex 
work to specialized workers. 

“Batching” all the work in the 
“simple” category, so that all items 
being processed undergo the first pre- 
cessing step as a group before going 
on to the next processing step. 

Immediately the use of temporary 
or part-time workers takes on an en- 
tirely new aspect. Not only does it 
become practicable; it may become far 
more desirable, for a variety of reasons, 
than hiring high quality full-time 
workers. 

Does that sound unreasonable? Let’s 
see how it can make sense. 

A little analysis will reveal that the 
great majority of the office’s tasks are 
basically quite simple — comparing 
figures, sorting according to alphabet- 
ical or numerical sequence, collating, 
checking. They require no great in- 
genuity, and are basically mechanical 
enough in nature so that they can be 
done at high speed with a satisfactory 
degree of accuracy. Being mechanical 
in nature, they are basically similar 
to the factory worker's operations. 

It has been possible for years by 
making time and motion studies of 
factory workers to improve their ways 
of doing work, and to set up per- 
formance standards for that work. 


This has proved very difficult in the 
office, because the office has worked 
on an entirely different principle from 
that applying in the factory. The aver- 
age office worker, unless she was highly 
specialized, or unless she was a mem- 
ber of a very large pool in a very 
large offite, worked at a variety of 
tasks, which fell in random sequence. 
Some were demanding—some were 
extremely simple. But because they 
were performed in random sequence, 
and because they involved such a 
variety of different forms of work, 
it was extremely difficult to apply 
either time and motion studies, or 
standards. 

But suppose it were possible for a 
worker to perform one simple opera- 
tion—and only one—for a consider- 
able period of time. Then standards 
could be applied to her performance. 
Moreover, because the simple opera- 
tion is basically mechanical in nature, 
a high degree of speed could be built 
up. 
And here is where tradition has 
blinded too many offices. Typically, the 
office worker is called on to perform 
a whole variety of actions, in random 
sequence, instead of performing just 
one action over a period of time. In 
a very large office, with some degree 


of specialization her range of duties © 


might be limited, but nevertheless in 
most instances there would be a large 
number of activities required, and they 
would be carried out mainly in the 
sequence the worker thought best. 
Workers would carry out a whole 
range of activities on one item being 
processed, for example, before moving 
on that item to the next processing 
step. Each item proceeded individual- 
ly in a continuous work flow pattern. 
This moves the work forward, of 
course, but is it necessarily the best 
possible way, or the only possible way 
of accomplishing work? 

There is an alternative method— 
batching the work. The office tradi- 
tionally has tried to achieve the con- 
tinuous flow of individual items, rather 
than attempted batching techniques. 


But in any simple task being done by | 


a single person, it’s very soon learned 
that the batching principle can accom- 
plish more work faster than the “item” 
principle, because there are fewer mo- 
tions that have to be made for any 
given part of the cycle, and because 


constant repetitive motion over 4 | 


period of time can lead to a high 
degree of processing speed. 
Perhaps the simplest possible exam- 
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If one clerical group does all simple mechanical tasks, work can be “batched” on schedule 


ple is a job that almost everyone who 
has ever worked in an office has faced 
at some time. Suppose there are fifty 
letters that must be inserted into fifty 
envelopes, to each of which one stamp 
must be attached. An individual work- 
er faced with this task could do it 
two ways. He could take one letter, 
fold it, insert it in the envelope, seal 
the envelope, attach a stamp, pick up 
the mext letter, and repeat the process. 
Or, alternatively, he could insert all 
the letters into all the envelopes, then 
seal all the envelopes, then attach 
stamps to each of the envelopes. Since 
he would be making far fewer motions 
for the latter method, and since his se- 
quence of actions would be much 
simpler, he would find that he could 
accomplish his letter insertion task 
much more easily. 
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New basically, he would be apply- 
ing the batching principle—breaking 
his entire task down into the simplest 
possible moves, and then performing 
all one set of moves first, all the sub- 
sequent set of moves second, and so 
on, instead of carrying out the com- 
plete operation for each letter in se- 
quence. 

Now suppose we could batch the 
great majority of all our office work 
so that a pool of people performed 
one simple task for a given period of 
time, until it was complete, then 
moved on to the next until it was 
complete, and so forth. We could in- 
crease their speed, because of their 
comparative economy of motion, and 
because they would build up repetitive 
speed at each job in turn. 

Impossible, too many people say. 


But it’s not impossible. It can be done, 
and it is being done—with astonish- 
ingly good results. Moreover, by the 
nature of batching, it becomes pos- 
sible under this plan to tap the large 
reservoir of part-time workers avail- 
able, not as a substitute for unavailable 
permanent workers, but as a flexible 
force which contracts and expands 
automatically to meet varying work 
loads. In other words, it is a force 
which is busy all the time it’s on the 
payroll—when it isn’t busy, it’s not 
being paid. 

This automatic response of person- 
nel strength to changing conditions 
follows from application of the batch- 
ing principle. For the key point in 
successful operation of such a plan is 
good scheduling, and good scheduling 

(To page 73) 
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Simple coding can be the bridge between 
forms control and records retention 


If retention period for various copies is coded on every 
form when it is printed, time and effort, as well as filing 
space, can be saved throughout the company— 


By George Biek 
Supervisor of Forms Control and Design, General Foods Corp., White Plains, N. Y. 


ONE of the best keys—and one of 
the easiest to devise—to smooth paper- 
work procedures in the office is a 
properly designed numbering or cod- 
ing system. One requirement is that 
the system of numbers and/or letters 
must be very easy to learn and not 
require constant reference to a key to 
interpret the code. Magazine mailing 
label expiration date codes are an ex- 
ample of coding and most can easily 
be read by the subscriber. Another 
type of coding is the date of manufac- 
ture on food packages to enable the 
salesmen to know how long the pack- 
ages are on the shelves. Our salesmen 
at General Foods Corporation con- 
stantly review these dates and replace 
those that are too old to make certain 
the customer always gets a fresh 
package. 

We shall show simple coding that 
can be used in connection with record 
retention periods, numbering enve- 
lopes and letterheads. These codes are 
simple and easily learned by many 
people, and are reduced to a minimum 


of letters or digits. In each case, filing 
is made much easier and the code can 
be placed so that it does not interfere 
with captions, usually in a corner or, 
in the case of an envelope, under the 
flap. In some cases, the number need 
not appear at all and yet the nature 
of the form will automatically indi- 
cate its code number. 

Records Retention is receiving in- 
creased attention from management, 
and rightly so, because much trouble 
and expense can be caused by not 
having records available when needed. 
On the other hand, if all papers are 
saved, the handling and storage costs 
will be excessive. Also, the filing prob- 
lem becomes more complicated, with- 
out counting the difficulty of getting 
low cost storage space convenient to 
the office. 

There is a tendency to tie in Forms 
Control with Records Retention—the 
former create them and the latter 
“bury” them for possible later “ex- 
huming.” To accelerate this tendency, 
why not determine the retention peri- 


od at the time the form is designed in 
a simple readily understood code and 
print this code on the form in close 
proximity to the form number? 
This system which is described here 
will bring about a closer relationship 
between Forms Control and Records 
Retention because it will be necessary 
to have the code for the retention 
period before the form is printed. A 
very important part of the form speci- 
fication is the kind of paper on which 
the form is printed. The higher the 
rag content of the paper, the longer 
the form will last before disintegrating, 
but at the same time, the higher the 
rag content, the more expensive the 
paper. When we know the retention 
period, we can accurately determine 
the quality of paper necessary. Under 
some circumstances, using different 
grades of paper in a set may be eco- 
nomical because often only one copy 
of the form need have rag content. 


Many companies have manuals 
which are arranged by form functions 
showing the retention period for each 
type. One omission has been made too 
often—not to indicate for multiple copy 
forms how long each copy should be 
retained. This has resulted in con- 
siderable duplication because all copies 
are kept for the period indicated, when 
actually only one copy need be retain- 
ed. The others can be destroyed al- 
most immediately. This is not fatal. 
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The worst that can happen is that the 
storage cost will increase, but even 
this should be avoided. Clear direc- 
tions as to how long each copy should 
be retained would add greatly to the 
size of a retention manual. 

When a form is designed and the 
layout is completed, a code number 
could be entered which would indi- 
cate to anyone interested what the 
retention period should be for each 
copy. To show the retention period, a 
capital “R” followed by a colon or an 
asterisk next to it could be printed on 
all forms. The numbers that follow 
could be the number of months or 
years the copy should be retained. The 
months may be shown by a small 
number and the years by a large num- 
ber. An alternate and perhaps better 
method would be to use italic light 
face type for the months and bold face 
type for the years for greater contrast. 
In the event that a copy is a perma- 
nent one, a capital letter “P” could be 
used. If the copy is not to be retained, 
a large or bold face “O” could be used. 
The sequence of the numerals next to 
the colon will indicate the retention 
for each copy of a form set, e.g., if the 
third number is a small or italic light 
face “6,” copy number three of the 
set would be destroyed after six 
months. 

There are instances where a general 
form would have different retention 
periods, depending on the use the form 
was put to in a particular instance and 
in that event an asterisk would be in- 
serted after the letter “R” which 
would signify that the retention 
manual should be consulted for the 
correct period for the given use. The 
asterisk is invariably a reference sym- 
bol and the numbers following this 
sign should give the page or function 
reference to simplify locating the exact 
retention record to apply to the form. 
When the form has two or more uses, 
cross-references should be indicated in 
the manual. If this type of retention 
code is employed, the manual should 
use the Dewey Decimal System to sim- 
plify numbering and adding new 
schedules. 

The months in a retention period 
should not exceed nine because we 
want to have only one figure for each 
copy. Then, two-digit figures such as 
10 or 11 could show that two copies 
were involved. If a retention period 
were to fall between nine months and 
one year, the period should be one 
year. However, if a retention period 
would exceed nine years, the number 


OCTOBER 1957 


MOO ND DO iD 


Se | 
eee 
a 
eee 
Q 
~~ 


Coding retention period for each copy of form directly on the form 


will eliminate constant references to manuals, or filing of all copies 


of years should be indicated, but a 
period should be placed before and 
after the numbers to show that the 
two figures represent years, and make 
up the retention period for one copy. 

This plan uses the “exception prin- 
ciple,” viz., the only time it is neces- 
sary to refer to a manual is when an 
asterisk appears next to the retention 
symbol (R*) on the form. Naturally, 
forms in which the printing cannot be 
controlled must be checked with the 
manual. What we are doing is to 
keep the manual as concise as possible 
and have the information immediately 
available in an easy-to-learn number- 
ing system. 

This plan will not be a panacea, but 
it should be of considerable help in 
cutting down the number of references 
to a retention manual, and it will also 
reduce the amount of material in 
storage because each copy of a multi- 


ple form will show the retention or 
the correct reference to the manual 
for the retention period which applies. 

If a form does not have a key show- 
ing distribution, it would be difficult 
to know which copy you received or 
know the retention for that copy. To 
overcome this difficulty, the folder re- 
tained by the forms control section 
could have a notation, preferably a 
rubber stamp on the inside cover, 
showing who gets each copy. The per- 
son in doubt could contact the origina- 
tor of the forms or the forms control 
department. 

There are many forms which would 
not require a retention period. On 
these we could omit any retention 
reference. To avoid confusion, this 
numbering system should be estab- 
lished the first of the year. Then any 
form with a date of printing after that 


(To page 94) 
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How you can save money by training 


rather than firing—poor supervisors 


Hidden costs in firing any supervisor may occur in his 
work group, where drop in morale can affect production. 


by Lester Tarnopol 
Luckmann-Tarnopol & Associates, Management-Engineering Consultants 


City College of San Fr 


San Francisco, Cal. 


“IT’S TIME to stop pussyfootin’ with 
some of these supervisors,” pronounced 
Fred Foltz, newly promoted executive 
vice president, rolling his cigar in the 
center of his mouth. “We've got to 
take action and start firing. There’s a 
point at which we must admit that 
some men could more profitably be 
replaced than trained.” 

Amazed, I recoiled inwardly at this 
sardonic remark, while attempting to 
maintain aa outward air of complete 
impassiveness. This unexpected turn 
in company policy was diametrically 
oppesed to the understanding I had 
had with the President of this West 
Coast utility company four years pre- 
viously when our executive develop- 
ment program had been initiated. Dur- 
ing these four years only one super- 
visor had been fired. Thus, the man- 
agement team had remained singularly 


stable, permitting the training program 
to develop most effectively. The new 
policy enunciated by Fred Foltz was 
contrary to our basic training prin- 
ciples. “How could this have hap- 
pened?” I mused silently. 

After leaving Fred’s office, I men- 
tally reconstructed his relationship 
with the executive development pro- 
gram. From the start Fred had been 
an ardent exponent of training. How- 
ever, I recalled, he had always in- 
sisted that other supervisors needed 
the instruction. Wasn’t it common 
experience that this type of executive 
turned out to be the hardest to train? 
Even more important, Fred had pulled 
his department out of the company’s 
two-year training program after only 
three months. He had started holding 
meetings with tremendous enthusiasm. 
Whereas one meeting a month was 


SURVEY QUESTIONS: 


in the past year? 


CHART |! 


PERCENT EMPLOYEES’ REPLIES 
TO SURVEY CHANGE QUESTIONS—1954 


Ray Ford's Division VS. Division X—in Accounting Dept. 
(Six months after Supervisor Ford was fired) 


What changes have taken place in each of the following items 


FORD'S DIVISION DIVISION X 
Per cent Per cent 
Like our job more .................... 6%, 48°, 
I icine cb haapncc ick aa 18 6 
Work group members help each other more 6 45 
Work group members help each other less 18 6 
Our group gets job done better ........ 12 65 
Our group gets job done less well ...... 19 3 
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prescribed, he held three or four. “If 
these pills are good medicine, let’s 
take lots of them,” Fred proclaimed. 
Moreover, he went ahead on his own, 
skipping important basic material to 
get to the “real meat” of the program. 

Within a few months tremendous 
opposition to training had built up in 
his department. In the face of this 
resistance, Fred capitulated and pulled 
out, stating that his department didn’t 
need training. But he still believed it 
was good medicine for the others. 
Perhaps this explained why one of our 
basic principles, opposing firimg as a 
“cure all,” could be readily violated 
by Fred. 

Now we had not suggested that in- | 
competent supervisors should be re- 
tained indefinitely. However, it was 
pointed out that promotions to super- 
visory positions were made on the 
basis of competence. And managenaent 
had a six months probationary period 
to determine the person’s ability to 
handle the specific job. Therefore, it 
behooved management to make proper 
use of both the promotional and pro- 
bationary procedures. Once a super- 
visor had been on the job for several 
years, perhaps it might cost less to 
train the man than to replace him. In 
view of the clear cut success attained 
in upgrading the work of many of 
the poorest supervisors, I was gen- 
uinely nonplussed by Fred Foltz’s as- 
sertion that now was the time to start 
firing. 

How could we dramatize the rela- 
tive costs of firing versus training 
supervisors! Management was well 
aware of the dollars and cents cost of 
breaking in new men. But what about 
the breakdown in morale which af- 
fected the work force when a super- 
visor who was generally liked was 
fired. Could we portray this cost? 
Perhaps it would be best to bring the 
matter to the attention of the man- | 
agement team. We decided to make 
“firing vs. training poor supervisors” | 
the topic of the next executive develop- 
ment session. 
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Cost of firing supervisors was dramatized by making it the main subject at an executive development meeting. 


Before 10:00 A.M. the executives 
began to congregate in the Board 
Room where meetings were held. 
These were top management compris- 
ing over a dozen men including the 
president, vice-presidents, and depart- 
ment heads. They had been meeting 
at least once a month in training ses- 
sions during the past four years. Our 
recent meetings had been devoted pri- 
marily to appraising management of 
the results of a two-year controlled 
experiment in human relations train- 
ing encompassing the entire organiza- 
tion. (For details of this program see 
Office Management, March, 1957.) 

The meeting began with a review 
of some salient points from our pre- 
vious session. Joe Richards, vice-presi- 
dent in charge of personnel, presented 
a report on the results achieved among 
the first-level supervisors. Richards 
showed that in each department the 
supervisor who had been lowest-rated 
before training improved most within 
the department. Also, he stated that 
the supervisors in the control group 
(untrained) had evinced virtually no 
improvement. In the ensuing discus- 
sion, the executives agreed that it was 
the poorest supervisors whom they 
wished most to change and therefore 
training was having its greatest effect 
where it was most needed. 
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Now came a crucial test of our 
training program. During the past 
four years Ray Ford was the only 
supervisor fired. He had held his po- 
sition in the accounting department 
for several years and was reasonably 
well liked by all. Although top-man- 
agement was not aware of it, our data 
showed that Ray’s division had suffer- 
ed a very serious setback in morale 
after he was fired which lasted almost 
two years. We presented this data and 


permitted the executives to analyze 
it as they chose. 

The accounting department had 
three white-collar divisions. Therefore, 
a comparison was drawn between 
Ray’s division and the other two com- 
bined (Division X). The data in the 
charts were presented for discussion 
without comment, As management 
consultants we stood by to answer 
questions. 

Chart I shows the significant drop 


SURVEY QUESTIONS: 


My job pa 


informed 


CHART I! 


PERCENT EMPLOYEES’ REPLIES 
TO SURVEY QUESTIONS—1954 


Ray Ford's Division VS. Division X—in Accounting Dept. 
(Six months after Supervisor Ford was fired) 


less than similar jobs 
in other local companies ....... 


Personnel's examinations do not indicate 
best applicants for jobs ........ 


Before changes are made | am seldom 


Don't like the type of work I do ... 
| like working for this company .... 


Per cent Per cent 
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ined 56 23 
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Through training, almost cvery poor supervisor can be improved— 
at much lower cost, in every way, than is involved in firing him 


in group morale in Ray’s division com- 
pared with the greatly increased 
morale in Division X. This survey 
data was gathered about six months 
after Ray was fired. Almost half the 
employees in Division X liked their 
jobs more as compared with only 6 
per cent in Ray’s former group. 
Clearly, the new supervisor replacing 
Ray was laboring under an enormous 
handicap. In the important morale 
areas “how much the group members 
help each other” and “how well they 
get the job done,” Ray’s division was 
definitely below par for the depart- 
ment. 

The executives studied Chart I 
which was placed before them on an 
easel. Joe Richards painstakingly eased 
a cigarette into his long cigarette- 
holder, lighted up, and then observed, 
“It looks like Ray’s group took a nose- 
dive in morale. Look at the chart! 
According to the data, they liked their 
jobs less! They helped each other less! 
And they got the job done less well! 
At the same time, the rest of the de- 
partment claims to have hit a bonanza 
in these areas.” 

“That’s all true,” commented Fred 
Foltz, leaning back in his chair and 
showing his excitement by the short 
jerky puffs he took on his cigar. “But 
how do you know that firing Ray had 
anything to do with it?” 

“What else could it be?” retorted 
Jim Korb, head of the engineering de- 
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partment. Jim was a thoughtful, an- 
alytical person who seldom spoke. 
Leaning forward in his seat, Jim con- 
tinued in carefully measured words. 
“All of the divisions are white-collar 
and in the same department. Their 
working conditions and pay are sim- 
ilar. That seems to tie down environ- 
mental influences except for their in- 
dividual supervisors. We know from 
previous data that Ray rated highest 
in the department on the Employee 
Attitude Survey two years ago. The 
only possible factor left which could 
have influenced the employees was 
Ray’s dismissal!” 

At this point Fred turned to me 
and asked, “What’s your opinion about 
this, Les? Can you shed any light on 
this issue?” 

“Well,” I replied, observing the 
strained looks on the executives’ faces 
as they turned toward me. “A few 
months after Ray was discharged I 
attended a training meeting of the 
division with Ralph, the new super- 
visor in charge. Most of the employees 
seemed to be quite agitated and hostile. 
They expressed a good deal of fear 
and insecurity. Afterwards some said, 
“What security can we have as menial 
employees when our supervisor can 
be fired!’ That seemed to sum up their 
attitude.” 

In view of this overwhelming evi- 
dence, the demoralizing effect of Ray’s 
dismissal could hardly be discounted. 


During a period when the rest of the 
department was responding positively 
to the training program, Ray’s unit 
had all but disintegrated. 

When Chart I had been sufficiently 
discussed, Chart II was mounted on 
the easel. Let us consider a few more 
items from the Employee Survey 
which tended to emphasize the cost 
of this single discharge to the com- : 
pany. ’ 

Al Mores, head of the accounting 
department, led off. “I’m particularly 
interested in the item on salaries.” Al 
shifted nervously in his walnut arm 
chair and continued defensively, “They 
know very well that the pay scale is 
uniform throughout the department. 
And they also know that we pay more 
than other local companies for clerical 
help!” Others agreed with Al by nod- 
ning their heads or making approving 
sounds. 

“We seem to be missing the point,” 
suggested Jim Korb, easing himself fo-r 
ward in his chair. “Couldn’t the feel- 
ing that they are being paid less than 
other local companies be symptomatic 
of discontent and fear? Especially 
since the rest of the department 
doesn’t feel underpaid.” [ 


Morale is key 


At this point President Ron Miller | 
cleared his throat and boomed forth | 
with his usual vehemence while pound- 
ing the table. “This data makes clear 
what I have always said. The way 
employees feel about their pay is con- 
ditioned more by their feelings of | 
security and general morale than by | I 
the facts of how much they are paid.” f 

President Miller’s pronouncements , 
were always followed by silence while | 
the executives gathered the full im- 


port of his remarks. This time was 
no exception. The men next turned 


their attention to the remaining data 
on the chart. 

“The fact that there is also more 
dissatisfaction with the personnel de- 
partment in Ray’s group bears out 
Ron’s point,” interjected Don Porter, 
head of the construction department. | 
“Look at the chart. More than half 
of the division think the personnel ' 
department’s tests are unfair. They say 
the tests don’t detect the best appli- 
cants for jobs. The chances are they | 
feel the same way about promotional | 
exams.” 
As the discussion continued, Jor } 
Richards carefully took the cigarette 
butt out of his holder and replaced it 


(To page 100) 
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Insurance company, specializing in employee benefit 
an by programs, “insures” employee goodwill with wide array of 
_ facilities in spectacular suburban headquarters— 


by Frederick Vogel 
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“Countrified” atmosphere surrounds company’s 268-acre tract 
MENT OCTOBER 1957 


Connecticut General builds its 
bee's “philosophy” into new home office 


A “POLICY” for protection against 
the hazards of conducting business in 
quarters too inflexible to support nec- 
essary expansion was “purchased” a 
few years ago by the Connecticut Gen- 
eral Life Insurance Company, one of 
the largest dispensers of insurance pol- 
icies in the nation. The terms of this 
policy—actually a 1o-year “endow- 
ment”—were quite specific: Long- 
range planning, careful attention to de- 
tail and a teamwork approach to the 
problems at hand. 

And, upon maturity of the policy 
last April, the company moved to a 
modern new home office in suburban 
Hartford, Connecticut — tailor-made 
and painstakingly programmed and 
constructed. 

The 92-year-old company, founded 
in the Connecticut capital at the elose 
of the Civil War, began seeking a 
permanent home office, to meet plans 
for its seventh major expansion, im 
mediately following World War Il. 
A study in 1947 set 10 years as the 
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Four 72-foot-square garden courts add relaxing note 


Special movable partition system divides private, general office areas 


outside limit of time that company 
needs could be served in the Hartford 
quarters; and last Spring, Connecticut 
General employees assumed their fami- 
liar duties in totally new surroundings, 
five miles northwest of the former 
headquarters. 

Actually a project rather than a 
building, the new plant harmonizes 
man-made beauty with the typically 
New England backdrop provided by 
the rustic setting of Bloomfield, and 
it stands as a monument to the care 
and skill with which construction plans 
were laid. The 268-acre project con- 
sists of three connected buildings, a 
three-story main office plant, a cafe- 
teria building and a five-story execu- 
tive wing. Included are administrative 
offices, clerical activities, printing and 
addressograph plant; facilities for em- 
ployees’ food services and recreation; 
a plant for generation of electrical 
power; utility lines for drainage and 
water supply; wells on the site for gen- 
eral and air conditioning uses; roads, 
walks, parking areas, and outdoor rec- 
reational grounds; site drainage, irri- 
gation and artistically-styled landscap- 
ing. 

Employee participation invited 

The intensive study required to 
formulate plans for the project, which 
approximates 700,000 square feet, be- 
gan before a site for it was chosen. 
The building of a new print shop had 
offered the opportunity for a test run 
of the idea of working in the suburbs. 
This met with success, and late in 
1950 some 200 acres of farm property 
in Bloomfield were purchased as a 
potential office site. Two years later, 
President Frazar B. Wilde commis. 
sioned the company’s director of plan- 
ning to visit architectural schools, in- 
spect new buildings and gather facts 
about leading architects. Various com- 
mittees were originated to study possi- 
bilities on all phases of construction 
and recommend executive action. By 
Christmas, 1952, the president had an- 
nounced that a new building was an- 
ticipated and, following the building 
committee’s suggestion that employees 
be kept appraised of developments, he 
invited employee participation. 

Thus, a team approach, entered into 
by owner, architect and builder, was 
encouraged in the belief that each, 
working jointly, would submit specific 
contributions of use to all involved. 
The team was organized officially in 
the first few months of 1953, and Dr. 
Walter C. Voss, a consultant in build- 
ing construction and materials, and 
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Concealed coat closets ... are housed in cores, enclosed in various sections of the main building 


emeritus professor of building con- 
struction at Massachusetts Institute of 
Technology, was engaged by the com- 
pany. The firm of Skidmore, Owings 
and Merrill was chosen as architect, 
with Turner Construction Company 
as builder. 

From a choice of 16 site possibilities, 
detailed study concerning physical 
characteristics, power, water supply, 
growth prospects, accessibility, zoning, 
soil conditions, et al, recommended a 
move to Bloomfield. An additional 50 
acres adjoining the company’s prop- 
erty there were purchased. 

Following further studies: by the 
team, a detailed program to serve as 
guide for the design of the new con- 
struction was approved. Two major 
conclusions in the report—which were 
followed to the letter during construc- 
tion—were: The building’s design will 
be governed by considerations of max- 
imum flexibility, capacity for expansion 


OCTOBER 1957 


ies 
sd 


and economy of construction; and its 
design will further be governed by 
considerations of convenience, econ- 
omy and efficiency of operation and 
maintenance, 

Major architectural problem was 
the housing of four general types of 
space in the best possible way. Largest 
of the work areas would be required 
for the free work flow of related work 
clusters. Nearby space would be re- 
quired for mechanical necessities and 
such central services as records, tran- 
scribing, switchboard, supply and 
mail. Semi-detached work units, not 
directly related to insurance processing 
and service, would occupy small areas, 
with many private offices; and the 
fourth important area—employee fa- 
cilities—would be generous, recogniz- 
ing the tradition of the insurance in- 
dustry, the need to make the building 
self-sufficient and the expected increase 
in the building’s population. 


Six _ basic which utilized 
different methods to handle these four 
types of space were devised. The build- 
ing team chose the one which allowed 
penetration of the great low building 
by spacious courts “to recall the park 
site into the interior.” Flanking the 
building on the north, according to 
this design, would be a wing “to house 
special departments to get them out 
of the way.” Attached to the southern 
wing would be the cafeteria. 

As Gordon Bunshaft, Skidmore’s 
chief of design, explained: “This build- 
ing, as We see it, is not an office build- 
ing in the same sense that Lever House 
is. [Connecticut General’s] considera- 
tion in the biggest part of the space 
is not for the man in his office, but 
for the girl at her desk. Not only 
must her space be efficient [but] it 
must relate to the beautiful site bought 


designs 


(To page 91) 


_ 


a _ bi es. a ets cae nae : — fh. e bao et ee aa ad, a SS a -— 98a ae al ~ , a 4 
ee a i ~— ee 7 ee ~aiid “a J a : i # cai, lye oe a aes ¥ ie petty 4 —_ eh 
> ii ° = .. ee nen mammmmemmmansmn i a ie ag 7 
ie aa ‘cee netgear (olde aa RIES: —S eee — i 
& “ ee ee hi ALLL ALLER ERE, ; a ee ge: | 
5% gts Ne caaacan c= ton rt et mi a rn er er _ . os! is aa, 
ony im oS re ge <r og igen S aes 
ford SS a ee : | ania > 
icut | he OR eee — — 
ami- ' " : om, ae 2 ‘ < hi Z z = = = = ‘ = : a a * F =! : ae : ss ; tes ra es o eo rae ae ff — vis aye 
ngs, = ae ==, > : = oa 
mer _ aan een «ts 7 pre 
car igh : nt 7 one Bn ‘ Gas mo si ae lt © es 68 2 i | - 
n a ee ee | . : — . 
° Fag toe as ‘ ae . — Es ee ; H ihe = 
11IZES aes a ue . . =, 4 a oF iH CoP oS i 4 th 
cally ‘ oa <p re =. #. * es ‘— en 2 a t Y a 
l b — ot a im 7 Te Re : 8 ee le pet ts ss 
ieee i. Ss A se tg . on SER ps 3 ‘ J ee i = 4 - a 
and 0 ec a a | ae or , = yy res we eee We — 
care a ‘aie 9 '; (e ao i ieee ) ma en Ss 7 f° 
aries = eer’ eee: ce ll ® a. ae hae - = a4 oe welts tt ae en 
dans anch iii “oon a i Te | ae —t “ a Rea i KS . 
a, eae eps ee : . ¢ 1 = d ; ae: — j ae an See 1) Sas Ws = 
con- et dee : ~ ee eS re gos: les i are tm 
ecu- = : - . 
ative ypical work area points up uninterrupted span of baffle ceiling, providing flexible arrangement of office space 4 ied 
and 
| a - — ants ae ee i aise as ” . i 
- a SET Sea Rae” Becta nag Oy i 
: .. , ' pelo ae ; ss Ne. 
a 7 ° oe - “a 
% = " og gies ——- — - - Ss 
& s pace LS ae 
\ ss 4 ae i 7 pe 
a ; ‘ge eae a . i 
> oa OA sli tia E i ic 
t . +, ite ee z 
SB) a J mA e > Gs | 
vhich | | . SS ee <¢ eS es : 
5 / : oo t ' . ‘. a a woe 
, be | * - as om ae rae 4 a aa. 
+. J : Pie 5 F 3 3 Bo 3 . a > wee’) 
losen. Py F A 3 a BT cg ee - - Si et, pe N. —_ oe 
> had | 1 J 4 — Ss t —_— i. ag 
ba’ ia ry tee % : ‘ is . i of is a * a 
t run ! “Biss . ead \ ’ =< . er Shae : ; eal & ; 
purbs. 4 “he a ia ela Sl ee r . ° gg  \ ae ar 
fe es a 4 hk t me : 
te in 2 Frei cee \ | a Fr 4S Ruud — - 
. : : , & 
»perty ee 4 
as a F 4 
later. .% 
mmis- 4 
plan- b 
ls, in- ‘ 
facts 
com- 2% 
possi- J 
uction Mi 
n. By Ty 
ad an- 
as an- ae 
ilding 
om 
| 4 
each, 
specific 
volved. Za 
ally in 28 
id Dr. 
build- 3 
s, and = 
mae PS a 4 
a * ihe Reo waa: . i ae See al - iy me ot a: oa aie a 


“AUTOMATION 


IN THE OFFICE 


a: 
rigs 


Burroughs shows new EDP unit; 


Insurance eroups install computers 


PRODUCTION of a new, general- 
purpose electronic data processing sys- 
tem which incorporates the “capabili- 
ties of million-dollar-plus computers 
at about half the cost” has been an- 
nounced by the ElectroData Division 
of Burroughs Corp. 

The Datatron 220, said to be the 
first medium-priced digital system with 
full magnetic core memory, was de- 
scribed recently by Vice President 
James R. Bradburn as a “major breach 
in the computer cost-barrier.” 

“We believe this technical break- 
through will accelerate the swing to 
electronic data processing by firms de- 
siring faster capital-investment recov- 
ery than has previously been possible,” 
he said. 

The new system combines large- 
scale computing abilities both for 
scientific problem-solving where speed 
and data manipulation is critical, and 
business data processing, which re- 
quires volume capacity for automatic 
record handling. 

Basic arithmetic speeds of Datatron 
220 are more than 300,000 additions 
or subtractions, 30,000 multiplications 
and 15,000 divisions each minute, the 
division reports. Up to 600 million 
characters of information may be filed 
electronically in the system. 

It achieves large-scale power through 
the integration into one system of a 
high-speed magnetic core memory, 
vast magnetic tape storage facilities, 
large repertoire of programming com- 
mands, and a full range of input-out- 
put “building-blocks” — _ including 


punched cards, paper tape, electric 
typewriters, line printers and key- 
boards. These subsystem blocks, to- 
gether with an expandable internal 
memory, according to ElectroData, 


permit arrangement of the system to 


custom-fit any application. 

Heart of the 220’s digital computer 
is its magnetic core memory, available 
in units of from 2,000 to 10,000 words 
(10 digits plus sign) in increments 
of 1,000. Each of two memory units 
contains five groups of 44 planes each, 
with 1,000 words per group. The cores 
on each plane are interconnected by 
circuitry which transmits electronic 
impulses for access and storage. 

The punched paper tape system pro- 
vides a link between the computer 
and universal commercial codes. Any 
of 10 photoelectric readers allows in- 
put of 1,000 alphanumeric characters 
each second. Output speeds are 60 
characters a second by tape punch, or 
10 characters a second by supervisory 
printer from any of ro stations. Edit- 
ing, scaling, format control and trans- 
lation between computer and data 
codes are all handled by the input- 
output subsystems. 

The 220 will join the Datatron 205 
and Eror computers in fortifying Bur- 
roughs’ competitive position in the in- 
dustry and, the company adds, first 
deliveries of the new system will be 
made in mid-1958. 


Two firms buy units 


The Interstate Life and Accident 
Insurance Company of Chattanooga, 


Tenn., recently became the first ie | 
insurance company to purchase an 
IBM 650 Data Processing System, In- 
ternational Business Machines Corp, 
has announced. The computer, which | 
cost Interstate approximately $250,000, 
was installed in late August. 

H. Clay Evans Johnson, Interstate’s 
president, said he believed the installa- 
tion represented a great step forward 
in streamlining the company’s insur- 
ance operations by providing better 
service to policyholders and company 
personnel. The machine’s great  stor- 
age capacity, in addition to its ability 
to carry out arithmetic and _ logical 
operations, will enable much of Inter- 
state’s present accounting procedures 
to be combined, with a resultant speed- 
up in the overall operation, he added. 

Featuring a “table look-up” device 
which facilitates the automatic search- 
ing of rate tables, the 650 will aid in 
insurance calculations where many dif- 
ferent policyholders’ rates must be 
utilized. 

Announcement of the installation of 
a Datatron electronic data processing 
system by Argonaut Insurance Cong 
pany has been made by President Har- | 
old A. Hatch. By purchasing this 
equipment, Argonaut became the first 
California agency company to utilize 
electronics in its data processing. | 

The system will prepare policies, 
claim payments, premium billings, and 
furnish management actuarial, ac- 
counting and statistical reports, there- 
by reducing clerical operations to a 
minimum. It is installed in a specially- 
designed room in the company’s Menlo 
Park home office. This room has a} 
self-contained air conditioning and 
humidity-control system to — insure 
proper operating conditions. 

Argonaut’s decision to explore the 
possibilities of such a system was made 
in June 1954. 
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Har ' Panel will answer any office management question 


at National Business Show, products are previewed 


Experts in many office fields will be available to help 
solve problems for visitors to 1957 exhibits— 


PLAGUED by some problem in your 
office? Some area where you'd like the 
advice of an expert? Well, that advice 
will be available at the end of this 
month, if you're attending the 1957 
National Business Show at New York’s 
Coliseum. Or it can be obtained for 
the price of a phone call to New York 
for those who are not visiting the 
show. 

The free advisory services will be 
furnished by a “Management Center” 
being established at this year’s show— 
a panel of eight specialists who will 
be on tap throughout the show to an- 
swer any and all questions in their 
particular specialty. Any questions or 
problems so involved that they can- 
not be answered on the spot will be 
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answered by mail. The specialized 
areas of office interest which the ex- 
perts will cover are data processing; 
methods and procedures; records ad- 
ministration; communications; dupli- 
cating and copying; machines and 
equipment; interiors; and personnel 
administration. 

For those not attending the show 
who would still like the benefit of the 
panel’s advice or guidance, the num- 
ber to call in New York is Judson 
2-6010. 

Location of the Management Center 
at the Business Show, which will be 
held from October 28 through No- 
vember 1, will be the second floor of 
the Coliseum. Radio and TV stars will 
act as moderators for direct audience 


questions during part of the panel 
sessions. 

The show management, reporting 
that ninety per cent of all available 
floor space for the show was rented a 
full three months in advance of the 
show opening, also declared that more 
than 100,000 visitors are expected at 
this year’s exhibition. One major fac- 
tor in this early sell-out of space, ac- 
cording to Rudolph Lang, the show’s 
managing director, was a trend toward 
larger exhibits for individual com- 
panies represented at the show. Several 
exhibitors have reserved twice as much 
space for this show as they did at the 
1956 exhibition. All told, more than 
350 companies will be represented at 
this year’s show. 

Sponsor of the show, which is the 
largest display of business equipment 
in the world, is the Office Executives 
Association of New York, the local 
chapter of the National Office Manage- 
ment Association. 
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List of Exhibitors 


Accounting Systems Co. 

Acme Bulletin Co. 

Acme Visible Records, Inc. 

Addo-X Inc. 

Addressograph-Multigraph Corp. 
Adirondack Chair Co. 

Alden Systems Co. 

Allen Communications, Inc. 

Alma Office Machine Corp. 

Alwac Corp. 

American Automatic Typewriter Co. 
American Dictating Machine Co., Inc. 
American Map Co. 

The American Microfilming Service Co. 
American Photocopy Equipment Co. 
American Telephone & Telegraph Co. 
Art Steel Co. Inc. 

Atlas Stencil Files Corp. 

Audograph Co. of New York 

Bankers Box Co. 

Bates Accounting Forms Co. 

Bates Mfg. Co. 

Better Packages, Inc. 

Billen Engineering Co. 

The Bircher Co., Inc. 

Bohn Duplicator Corp. 

Book of Knowledge 

Charles Bruning Co., Inc. 

B. H. Bunn Co. 

Burroughs Corp. 


Carteret Printing Co. 
Chart-Pak, Inc. 
The Cincinnati Time Recorder Co. 
Clary Corp. 
— Catering Service of Manhattan, 

ne. 
Coffee Vending Service, Inc. 
Collamatic 
P. F. Collier & Son Corp. 
Collister Corp. 
Colonial Pay-Rite Systems 
Columbia Ribbon & Carbon Mfg. Co., Inc. 
Comptometer Corp. 
Consolidated Business Systems, Inc. 
Copease Corp. 
Copycat Corp. 
Copy-Craft, Inc. 
Cormac Industries, Inc. 
Cummington Corp. 
Cummins-Chicago Corp. 
Davidson Corp. 
DeJur-Amsco Corp. 
Dennison Mfg. Co. 
The Denominator Co., Inc. 
A. B. Dick Co. 
Dictaphone Corp. 
Dicto Electronics Corp. 
Dictograph Products Inc. 
Didde-Glaser, Inc. 
Diebold, Inc. 
Ditto, Inc. 
Documat, Inc. 
Do/More Chair Co., Inc. 
Dresser Products, Inc. 
The Dropository Corp. 
Eastman Kodak Co., 

Bus. Photo Methods Sales Div. 
Ebco Mfg. Co. 
Elbe File & Binder Co., Inc. 
Electronic Communications, Inc. 
The Elliott Addressing Machine Co. 
Encyclopedia Americana 
Encyclopaedia Britannica 
Evans Specialty Co., Inc. 
Ever Ready Label Corp. 
Executone, Inc. 
Felins Tying Machine Co. 
Ferris Business Equipment, Inc. 
The First National City Bank of New York 
Friden Calculating Machine Co., Inc. 
General Binding Corp. 
General Photo Products Co., Inc. 


Gestetner Duplicator Corp. 

M. P. Goodkin Co. 

Goodyear Printing & Stationery Co. 

Graphic Microfilm Corp. 

Greater N. Y. Industrial Directory & 
N. J. State Industrial Directory 


The Haloid Co. 

Hamilton Employment Service, Inc. 
John Hancock Mutual Life Ins. Co. 
Philip Hano Co., Inc. 

Hartman Metal Fabricators, Inc. 

E. F. Hauserman Co. 

Heat-Timer Corp. 

Heller Roberts Mfg. Corp. 

The Edgar M. Henry Corp. 

The Heyer Corp. 

Allen Hollander Co., Inc. 

Douglas Homs Co. 

Hot Coffee Vending Service, Inc. 
Hugin Cash Register Distributors, Inc. 
Human Engineers, Inc. 

Hygienic Phone Service, Inc. 
Industrial Publishing Corp. 
Inserting & Mailing Machine Co. 
Inter-Continental Trading Corp. 
International Autopen Co. 
International Business Machines Corp. 
Itkin Brothers, Inc. 

Janrus International, Ltd. 


Kellogg Switchboard & Supply Co. 

Kenro Graphics, Inc. 

Korda Industries 

Krengel Mfg. Co., Inc. 

Lamson Corp. 

Lansdale Products Corp. 

The Letterex Corp. 

Lithoplate, Inc., 
A Subsidiary of Harris-Seybold Co. 

F. G. Ludwig, Inc. 

The Macey Co. 

Maggie Magnetic, Inc. 

Magne-Dex Sales of New York 

Mail-O-Matic Corp. 

Harold Mannheimer Organization, Inc. 

Manpower, Inc. 

Marchant Caiculators, Inc. 

Marnay Sales Div. of 
Rockaway Metal Products Corp. 

Master Addresser Co. 

J. Curry Mendes Corp. 

Michael Lith, Inc. 

Miehle Printing Press & Mfg. Co. 

Miles Reproducer Co. 

Miller Lauffer Printing Equipment Corp. 

Minnesota Mining & Mfg. Co. 
Printing Products Div. 

Minnesota Mining & Mfg. Co. 
Thermo-Fax Div. 

Modern Products Co. 

Monarch Metal Products, Inc. 

Monroe Calculating Machine Co., Inc. 

Mosler Safe Co. 

National Bundle Tyer Co. 

The National Cash Register Co. 

New York Telephone Co. 

Niagara Cyclo-Massage Co. 

Nord Mfg. Corp. , 

North Electric Co. 

nuAre Co., Inc. 

Office Executives Assn. of New York, Inc. 

Office Management 

Office Planning Center, Div. of A. Blank, Inc. 

Office Publications Co. 

Office Research Institute 

Office Temporaries, Inc. 

Offset Duplicator Review 

Ohio Chair Co., Inc. 

Old Town Corp. 

Olivetti Corp. of America 

Ozalid, A Div. of General Aniline & Film 
Corp. 

Pacific Instruments Corp. 

Paillard Inc. 

Parnat Precision Machine Works, Inc. 


Payroll Tax Service, Inc. 
Pelprinter, Inc. 

Pitney-Bowes, Inc. 

Plan Hold Corp. 

Planoramics 

Plastic Binding Corp. 
Polychrome Corp. 

Port Huron Sulphite & Paper Co. 
Puro Filter Corp. of America 
Record Controls Inc. 

Record Files, Inc. 

Recordak Corp. 

Recording & Statistical Corp. 
Regina Services Corp. 
Rex-Rotary Distributing Corp. 
Rite-Kitchens, Inc. 

Rite-Line Corp. 

Robertson Photo-mechanix, Inc. 
Rovico, Inc. 

Royal Typewriter Co. 


Scata-Grime Mfg. Corp. 
Seal-O-Matic Dispenser Co. 

The Seven Santini Bros., Inc. 
Simplex Time Recorder Co. 
Smith-Corona, Inc. 

The SoundScriber Corp. 
Speed-O-Stat Corp. 

Standard Foundry Products 
Standard Manifold Co. 

The Standard Register Co. 

The Staplex Co. 

Statistical Tabulating Corp. 

Steiner, Rouse & Co. 
Stromberg-Carlson Co., Special Products Div. 
Super Speed Printing Machinery, Inc. 
Swift Business Machines Co. 
Swingline, Inc. 

Systematics, Inc. 

Tab Products Co. 


Tele-Norm Corp. ' 
Terry Phone, Inc. 

Thomas Collaiors, Inc. 
Tiffany Stand Co. 
Times Facsimile Corp. 

Traveletter Corp. 

Underwood Corp. 

United States Plywood Corp. 
Vari-Typer Corp. 
Veeder-Root, Inc. 

Victor Adding Machine Co. 


Watson Mfg. Co., Inc., Rol-Dex Div. 
Alfred Allen Watts Co., Inc. 

Weber Addressing Machine Co., Inc. 
Webster Electric Co. 

The Western Union Telegraph Co. 
Wheeldex & Simpla Products, Inc. 

The M. G. Wheeler Co., Inc. 
Willoughby's Business Methods Corp. 
Year, Inc. } 


New Products 

Office Management asked exhibitors 
at the 1957 National Business Show 
to submit information on new products 
they planned to exhibit, with empha- 
sis on those never before shown to the | 
public. Hundreds of pieces of modern 
equipment, of course, will be exhibited, 
including many so new that informa- 
tion on them was not available when 
this issue went to press. Presented on 
the following pages are products which 
were scheduled, at press time, to be 
seen at this year’s show. 

Inserting and Mailing Machine Co., 
Route 22, Phillipsburg, N. J. will dis- | 
play its new two-station, console model | 
insercing and mailing machine, cap- 
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able — of automatically at 
speeds from 4,500 to 6,000 pieces an 
hour. Features include vacuum feed, 
postal indicia printer, V-block detectors 


operating 


and warning lights. 


WORK SCHEDULE 


Planoramics, 631 Est ist St, Bos- 
ton 27, a new exhibitor at the show, 
will present its office layout kit. (2) 


Kenro Graphics, Inc., 25 Commerce 
St, Chatham, N. J., will display its 
new “Vertical 18” process camera, 
which produces line or halftone nega- 
tives up to 14 x 18 in. The camera 
will enlarge to 300 per cent and reduce 


to 334 per cent. (3) 


Letterex Corp., 1114 Half St., Wash- 
ington 24, D. C., announces its new 
“Printed Letterex,” a device capable 
of printing onto carbon copies the 
information a user might require. 


Hall-Walter Co., Rochester, New 
York, will display its new Speedrite 
Folding Copyholder, which can be 
folded away behind the typewriter. 
(At Collister Corp. booth.) (5) 
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Kelvinator Water Coolers, 265 N. 
Hamilton Rd., Columbus 13, Ohio, is 
exhibiting this compact beverage lock- 
er, designed to store a variety of as- 
sorted instant beverages and acces- 
sories. The locker stands 36 in. high, 
and is 13 in. wide by 11 in. deep. 


(6) 


Collamatic, Wayne, N. J., is offering 
a new version of its electric Golden 


i 


Automatic collator, which is now fully 


(7) 


automatic. 


Metal 


Hartman Fabricators, 133 
Murray St., Rochester, N. Y., will 
exhibit its Travel Rack, with detach- 
able trays for mail room use. (8) 


Paillard Inc., roo Sixth Ave., New 
York 13. will present the new Hermes 
Regent Typewriter, which has 46-key 
keyboard, features interchange ible car- 
riages and automatic margin setting 


device. (9) 


7 
: 


Charles 


Bruning Co., Inc., 4700 
Montrose Ave., Chicago 41, IIL, will 
exhibit its new desktop Copyflex ma- 
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chine, model 110. Unit features 11-in. 
copying width which permits copying 
ef all but the largest standard work- 
sheets, and produces up to 300 letter- 
size copies per hour. (10) 


Olivetti Corp. of America, 580 Fifth 
Ave., New York 36, will introduce its 
new calculator, the Divisumma 24, 
which features a “memory,” permitting 
the answer to any calculation to be 
stored for use in suosequent figuring. 


(11) 


The Dropositcry Corp., P. O. Box 
246, Grandview, Mo., will show for 
the first time this new model of de- 
pository equipment. (12) 


Dennison Mfg. Co., Machine Sys- 
tems Division, Framingham, Mass., 
will show for the first time at a busi- 
ness show its standard hopper-fed 
Print-Punch machine, used for price 
marking and merchandise control in 
large real stores. (13) 
50 


Rovico, Inc., 318 Market St, 
Newark, N. J., a newcomer to the 
Business Show, will introduce its new 
Fotomate photocopying —s machine, 
which comes in three models, the 
largest of which will make copies of 
material up to 1914 inches in width. 


(14) 


Columdia Ribbon & Carbon Mfg. 
Co., Inc., Glen Cove, N. Y., will show 
its Execu-Tape typewriter — ribbon 
which features patented acetate base. 
It is available in five colors: black, 
green, blue, red and brown, and is 
packaged in reusable plastic container. 


Puro Filter Corp. of America, 51st 
Ave. and 21st St., Long Island City, 


N. Y., will introduce its new model 
water cooler, which features a tapered. 


design. (16) 


Marchant Calculators, Inc., 1475 
Powell St., Oakland 8, Calif., will in- 
troduce the new Model DCR bar type 
calculator, featuring fully-automatic di- 
vision, with dividend key and instant 
automatic line-up, and electric bar- 
controlled short-cut multiplication. 


(17) 


Copease Corp., 425 Park Ave., New 
York 22, will introduce its latest 
Copease Duplex model which has new 
transport system and filter assembly, 
permitting a wide copy range at a sin- 
gle dial setting. (18) 


Thomas Collators, Inc., 50 Church 
St. New York 7, will display this 
Mod:! T32 collator, designed to assem- 
ble, mechanically, up to 32 sheets of 
paper of various finishes and weights. 


(19) 


Allen Hollander Co., Inc., 385 Ger- 
ard Ave., New York 51, will exhibit 
its entire line of gummed, ungummed, 
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pressure-sensitive, heat-seal and grease- 
proof labels, tags, seals and other 
printed specialties. (20) 


Colonial Pay-Rite Systems, 199 La- 
fayette St., New York 12, is introduc- 
ing its new one-write payroll unit, 
which combines aligning board and 
binder and features half-sized journal 
sheets which are superimposed upon 
each other when posting is done. 


(21) 


A. B. Dick Co., 5700 West Touhy 
Ave., Chicago, will exhibit for the 
first time at a National Business Show 
its new photocopy duplicator, which 
can make photocopies from pages in 
bound volumes as well as from indi- 


vidual papers. (22) 


The Standard Register Co., Dayton 
1, Ohio, will present its new Stano- 
matic encoding device, with a “key- 
board” to enable operator to enter 
amount of sale. When the handle is 
moved from left to right, impressions 
in both written and code form are 


made on the sales slip. (23) 
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Monarch Metal Products, Inc., Mac- 
Arthur Ave., New Windsor, N. Y., 
will introduce its new line of steel 
cabinets, with adjustable shelves, For- 
mica tops, and stainless steel molding. 


(24) 


Tiffany Stand Co., 7350 Forsyth, 
St. Louis 5, is introducing the Model 
8802 office machine stand, with 2 drop 
leaves and solid steel top. (25) 


Dresser Products, Inc., 1050 Broad 
St., Providence, R. I. will display this 
new completely portable unit designed 
to feed tape in a sequence of opera- 
tions. Tape feeds from the center of 


the roll. (26) 


Copy-Crait, Inc., 105 Chambers St., 
New York 7, will exhibit its new 
photocopy unit, model 6330, which 
permits letter-size sheets to pass 
through in g seconds. Features include 
new lighting principle and removable 
developing tray. (27) 


DeJur-Amsco Corp., Business Equip- 
ment Division, 45-01 Northern Blvd., 
Long Island City 1, N. Y., is display- 
ing the Stenorette stand designed for 
users of the DeJur-Grundig Stenorette 
dictating-transcribing machine. Made 
of heavy-gauge steel, unit stands 27 in. 
high and fits into 11 x 13 im. space. 


(28) 


Miles Reproducer Co., Inc., 812 
Broadway, New York 3, will demon- 
strate the Walkie-Recordall, a_ self- 
powered, lightweight, miniature re- 
corder-transcriber, Recording starts in- 
stantly at sound of voice, and auto- 
matically stops when voice ceases. 


(29) 


Recordak Corp., 415 Madison Ave., 
New York 17, will display for the first 
time at a business show its Reliant 
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Microfilmer with Kodamatic indexing, 
a new indexing system in which the 
code is an integral part of the film, 
so that it may be read while the film 
is in motion in a film reader. (See 
picture on next page.) 


(30) 


Master Addressing Co., 6500 W. 
Lake St., Minneapolis 26, will display 
its “Press-on Master Patches,” an ad- 
dressing master with pressure sensitive 
back for attachment to ledger or record 
cards. A special hinged paper flap cov- 
ers the address area, preventing soiling 
during processing. (31) 


M. P. Goodkin Co., 24 Beach St., 
Newark 2, N. J., will exhibit for the 
first time at any business show its 
Camera Luickon Model B, used to 
project an image of any artwork to 
be copied, so that picture, layout, or 
design can be traced from image. Unit 
will give either enlarged or reduced 
image of material to be copied. 


(32) 


Plan Hold Corp., 5204 Chakemco 
St., South Gate, Cal., will present for 
the first time its rolling stand with 
attached Data-File unit. (33) 
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Comptometer Corp., 1735 N. Paul- 
ina St., Chicago 22, Ill., will demon- 
strate the Customatic Comptometer Cal- 
culator which features instant electric 
clearance, personalized touch control, 


direct-action keys. (34) 


Itkin Bros., Inc., 290 Madison Ave., 
New York 17, is displaying one of the 
Director series of desks made by Alma 
Desk Co. of High Point, N. C. Mod- 
ern in design, wooden desk measures 
85 x 44 in. Furniture from other com- 
panies will also be shown. (35) 


The Haloid Co., Rochester, N. Y. 
will demonstrate for the first time its 
new Xerox (R) Copyflo (R) No. 2 
continuous printer, which can produce 
11-inch wide direct positive copies of 
documents or papers at the rate of 
20 feet a minute, (36) 


Weber Marking Systems, Div. of 
Weber Addressing Machine Co., Inc., 
Mount Prospect, IIl., will demonstrate 
this carbonized “Tab-On” shipping 
stencil, coated with carbon on one side 
to permit typing or handwriting with 
invoice or bill-of-lading forms. 


(37) 


Lamson Corp., Syracuse 1, N. Y., is 


exhibiting a new 4 x 7 Airtube switch 
carrier, featuring 8 Plexiglas windows, 
body of cast magnesium and electrical 
system using a printed circuit. (38) 


® 


Lansdale Products Corp., Box 568, 
Lansdale, Pa., will show the “Cop-- 
Ett” copy board and line spacer, which 
may serve also as book and tape read- 
er, lectern and display stand. A spring- 
loaded crossclip with rubber rings 


holds tape or paper in place. (39) 


Harter Corp., Sturgis, Michigan, 
will show its new Tempo steel chairs, 
which just went into production at the 


end of September. (40) 


Minnesota Mining and Mfg. Co., 
goo Bush Ave., St. Paul 6. Minn., will 
present the 3M brand microfilm reader- 
printer, which projects microfilm on a 
viewing screen and makes a ready-to- 
use print on special white paper, 8% 
x 11 or 8 x 104% in., within seconds. 
(See picture on page 56.) (41) 


For further information, use 
Readers' Inquiry Coupon on 
page 104. 
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A Monthly Feature 


Tools of the Office 


Microfilm Equipment; Typewriters 


IT HAS BEEN so long since type- 
writers and microfilm equipment first 
appeared in the office that they are 
taken pretty much for granted. Yet 
they both are making important con- 
tributions to the office at the beginning 
of the age of automation. 

That this is possible, despite the push- 
button miracles of the day, is one more 
measure of the importance of systems 
rather than machines in the modern 
office. The typewriter still preserves its 
basic capacity to turn out neat, legible 
letters at high speed. The microfilm 
camera is still unmatched for record- 
ing documents in compact form. Nev- 
ertheless, it is being found that these 
basic capacities, sometimes slightly 
modified, it is true, are essential in even 
the most completely automated office. 

These capacities, however, are being 
used in new ways. The microfilm 
camera, for example, instead of being 
limited to making duplicate copies for 
reasons of safety or compactness of 
storage, is being utilized as an active 
instrument of business. It can record 
documents passing through the office, 
such as checks, sales slips, and other 
records, so that the originals can be 
processed without delay, yet providing 
the office with copies which can be 
used for auditing, billing, posting, and 
so on. 

The camera can be taken into the 
field, in fact, for at least one model 
is small enough to be carried like a 
portable typewriter. An auditor can 
photograph the necessary records and 
take the information to his own 
office to work on it. This procedure, 
of course, permits auditing with a 
minimum of interference with the 
client’s use of his own papers. 

The microfilm camera, in short, 
can capture information which is 
either changing in nature or only 
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momentarily available, so that other 
procedures requiring use of the same 
papers can be carried out with a min- 
imum of conflict. One of the earliest, 
and best, examples, is the often de- 
scribed method of microfilming indi- 
vidual sales slips at a club and sending 
them on to the customer with a state- 
ment that merely lists the balance due 
—a process that gives the customer a 
record of his purchases and saves the 
club the time necessary for detailed 
descriptive billing. 

The microfilmed record itself is 
finding an increasing variety of uses. 
In the first place, it is being used more 
and more in “unitized” form. That is, 
a single microfilm frame, or a small 
group of such frames, can be cut out 
of the original roll and filed together 
or in whatever sequence is most useful. 

This is often done simply by mount- 
ing the frames or strips in standard 
filing cards, which can then be in- 
dexed and filed in any desired man- 
ner. Tabulating cards can be used, 
thus adding the facilities of punched 
card sorting and tabulating. It can 
also be done by having positive opaque 
prints made, which are then affixed 
to such cards. Once unitized, micro- 
records have all the flexibility of stand- 
ard records, with the added advantage 
of compactness. They must, of course, 
be provided with some means of en- 
larging the image so that it can be 
read when required. For this purpose, 
readers in many forms are available, 
and full-size prints may be made for 
permanent records when desired. One 
recently introduced unit uses a new 
electrochemical process to make full- 
size prints from film in a few seconds, 
without the need of further processing. 

Microfilm in roll form, too, has 
been made more useful through im- 
proved methods of indexing. Such 


Top: The camera unit of a planetary 
microfilm camera, which slides up and 
down to vary the reduction ratio. (The 
other cameras shown are of the flow 
type, in which documents are photo- 
graphed in motion as they enter the 
camera.) Second: A portable camera. 
Third: A unit featuring endorsing 
facilities. Fourth: A floor model. Bot- 
tom: A camera with a built-in index- 
ing system. (Pictures by courtesy of 
Hanimex, Diebold, Burroughs, Docu- 
mat and Recordak, respectively.) 
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methods include the use of moving 
lines on the film which, when read 
against a graduated scale, indicate spe- 
cific locations on the roll; the older 
method of indexing on the film box, 
with the use of “flashers” of con- 
spicuous material photographed at reg- 
ular intervals during the recording of 
documents to provide subdivisions 
within the roll; and the use of meter- 
ing devices to locate items in terms 
of the number of feet of film to be 
run to reach it. 

Many of the details involved in 
using microfilm have been described 
in this department in previous issues 
and will not be repeated here. As a 
guide to the manufacturers’ lists that 
follow, however, descriptions of basic 
types of equipment are given. 

Microfilm cameras used in the office 
generally fall into one or two cate- 
gories: flow or planetary cameras. Flow 
cameras are so called because docu- 
ments are photographed—in motion— 
as they pass through the camera. The 
speed at which the document moves 
is coordinated with speed of film ad- 
vance, due allowance being made for 
the reduction ratio of the lens. 

This method permits great speed 
of operation and also allows the re- 
cording of documents of unlimited 
length. 

The planetary, or transport, type of 
camera consists basically of a camera 
mounted above a flat bed on which 
documents are placed to be photo- 
graphed. It is much slower, but it 
does not require the carefully made 
feeding mechanism required by the 
flow camera. It is generally used to 
photograph engineering drawings and 
other large documents. 

Most microfilm cameras record on 
either 16mm or 35mm film, but 7omm 
film is sometimes used, especially in 
engineering work. 

Depending on the camera, it may 
be possible to record documents on 
the full film width, and/or half width. 
In the latter case, some cameras offer 
the further capacity of recording both 
sides of a document at the same time. 
This is called “duplex” recording. The 
filmed images appear side by side on 
the film. 

Reduction ratios are usually inter- 
changeable, although in some cases 
this must be done at the factory. 
Usually a simple lens change is all 
that is required, although in flow 
cameras, a corresponding change must 
be made in the ratio of film speed to 
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document speed. If the camera is suit- 
ably designed, the complete change 
may often be made by a simple ad- 
justment. 

Some cameras are fed manually, 
others have automatic feed. It is gen- 
erally considered that the fastest meth- 
od is to employ an automatic feed 
supervised by an operator. The opera- 
tor can feed irregular copy by hand 
and allow copies of consistent size, 
weight, and even leading edges to feed 
automatically. 

Most cameras are provided with 
safety devices to prevent operation 
should double loading occur, should 
the film break or come to an end, 
should a light fail, or should other 
jams or malfunctions occur. 

Readers are less complicated, as a 
rule. Their magnification ratios are 
variable, usually by simple adjustmeni. 
They may or may not be provided 
with a power drive, which may have 
two or more speeds, for quick location 
of a general area first, followed by care- 
ful search of a localized area. 

Some readers are designed so that 
the image is projected onto the reverse 
of a ground glass or similarly trans- 
lucent screen. In others, the image is 
thrown directly onto an opaque screen. 
Usually, but not necessarily, the screen 
is built into the reader. 

Most readers provide facilities for 
rotating the image 360 degrees. Thus, 
if a document has had to be turned 
sideways in photographing it, the 
image may be read upright when the 
film is viewed. In addition, facilities 
are often provided for making prints 
from the film. 

Readers are similarly provided for 
reading opaque microrecords, although 
since the image must be reflected from 
the card, the optical system is neces- 
sarily altered accordingly. 

Microfilm equipment provides the 
fastest method available for making 
exact copies of documents. In addition, 
it is the cheapest, in terms of the cost 
of materials used. The recorded images 
are extremely compact, one file 
drawer of microfilm rolls holding the 
equivalent of the contents of 30 to 35 
standard filing cabinets. 


Typewriters learn new tricks 


The typewriter, familiar though it 
is in its standard form, is also capable 
of new uses. For example, it can be 
made to control other typewriters. The 
“slave” machines may be used to type 
automatically the same information 


typed on the master machine, or, if 
so designed, it may type only selected 
information. 

This feature offers endless possibili- 
ties. Aside from the obvious possibility 
of preparing duplicate originals at one 
typing, it becomes feasible, using the 
selective feature, to prepare different 
documents containing repetitive in- 
formation. An obvious example is 
using one machine to type the envelope 
for a letter, using as its controlling 
input the typing of the name and ad- 
dress on the letter itself. This is a 
procedure that is particularly effective 
if the original machine is itself an 
automatic typewriter—being controlled 
by perforated rolls, punched tape, or 
other automatic input. One operator 
may then handle several such ma- 
chines. 

A more widely publicized version 
of this principle is the modification of 
typewriters to read and/or punch 
codes into paper tape. Thus, as a 
document is prepared on one machine, 
an equivalent record is made in tape, 
which can in turn be used to control 
another typewriter, or, very often, 
other types of office machines ranging 
up to computers of great size. Such 
tapes can also be used to transmit data 
over long distances, using standard 
wire facilities. 

These procedures, of course, fall into 
the category popularly known as in- 
tegrated data processing, which has 
been covered in other issues of this 
magazine. 

Typewriters are also used more and 
more in bookkeeping and accounting. 
For this purpose, some models have 
been modified so that records are fed 
into them through the front. They 
can be equipped also with devices 
which advance the forms automatically 
from line to line (or in the case of a 
recent “electronic” machine, from 
blank to blank in a printed form). 
They may have accessory equipment 
to suit them for handling continuous 
pin-fed forms. 

Other typewriters serve, in effect, as 
typesetting equipment. These  type- 
writers, known as composing type- 
writers, are capable of justifying (that 
is, of evening both margins) and, in 
some cases, can be provided with an 
immense variety of interchangeable 
type styles and sizes. The finished copy 
is then available for reproduction by 
offset or other standard printing meth- 
ods. They are capable of fine work. 

In the meantime, the standard type- 
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writer has itself been subject to new 
and useful improvements. Half- 
spacing, both vertical and horizontal, 
is now widely familiar. Almost all 
new machines have enlarged key- 
boards which provide special symbols 
and characters. An enormous list of 
special keyboards can be had, to suit 
almost any type of operation. Some 
machines are designed for typing 
statistical bar graphs, others are in- 
tended for the use of the blind, and 
some are meant for one-armed typists. 

The electric typewriter continues to 
grow in popularity. In addition, some 
machines are partially electrified, partly 
manual. Certain of these have electri- 
fied keyboards, with manual carriage 
return, while others have manual key- 
boards with electric carriage return. 
Electrification has even extended to 
the field of portable typewriters, al- 
though it has not yet been possible to 
provide electric carriage return on so 
small a machine. 


In short, even such familiar items as 
the typewriter and the microfilm 
camera have been brought up to date 
so that they perform services that must 
be still performed even in a day when 
the office is looking for and finding 
new and better pushbuttons. Not only 
have they advanced technically, but 
they have been incorporated into new 
systems that more fully exploit their 
ability to speed and simplify the work 
of the office. 

The lists that follow cover the major 
manufacturers of these two types of 
equipment and provide a brief guide 
to the principal characteristics of the 
equipment offered. 


The Manufacturers 


Microfilm Equipment 

The American Microfilming Service 
Co., 44 Laura St., New Haven, Conn. 
This organization is the manufacturer 
and distributor, for all states except 
Illinois, Wisconsin, and Minnesota, of 
The Microcard Co.’s Microtape filing 
systems employing microimages in 
unitized opaque form. See listing un- 
der The Microcard Corp. 

American Optical Co., Instrument 
Div., Buffalo 15, N. Y. American Op- 
tical manufactures the AO Micro 
Opaque Reader for reading opaque 
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cards in sizes up to g in. The reader 
has an opaque screen with magnifica- 
tion ratios of 23X, 20X, or 15X, which 
are interchangeable. Prints can be 
made by the use of sensitized paper. 
The unit is portable, weighing 23 lbs. 
Foot switch control is available as an 
accessory. 


Atlantic Microfilm Corp., 28 Rail- 
road Ave., Pearl River, N. Y. This 
company provides services, supplies, 
and equipment for use with unitized 
microrecords. Micro-Jackets are cards in 
which frames and short strips of micro- 
film can be inserted. Cards can be filed 
or handled as desired, with complete 
file of records maintained on one card. 
Micro-Jackets cost about four cents 
each, and up, depending on size and 
quantity required. Also offered is a 
Micro-Jacket Insertion Kit. The At- 
lantic Filmchek is an editing device 
for 16mm or 35mm film. The rolls 
are mounted on spindles at either end, 
and the film passes across a scanning 
area where it may be inspected through 
an 8 power hand lens. One model 
includes a splicing unit. The company 
also distributes American Optical 
opaque readers. 


Burroughs Corp., 6071 Second Ave., 
Detroit 32. The Burroughs line of 
microfilm equipment is manufactured 
by Bell & Howell. The line is ex- 
tensive, including five cameras, five 
film readers, and four combination 
cameras and readers. Camera equip- 
ment uses 16mm film. Available re- 
duction ratios include 37, 30, 24, and 
18 to 1. In some cases, changes of ratio 
are made at the factory. Cameras are 
of the flow type, accepting copy with 
a maximum width of 11 in. Depend- 
ing on equipment and application, it 
is possible to record on full film width 
or on half width, and also to copy 
both sides of a document simultan- 
eously. With automatic feed, up to 
400 check-size documents may be 
copied per minute. Among the avail- 
able features are automatic feed, feed 
control, endorsing accessories (some 
with printing head for dating and 
numbering and printing three-digit 
batch numbers, some for endorsing 
only), copy classification, and safety 
devices to prevent double loading and 
operation in cases of malfunctioning. 
Film readers use 16mm and 8mm film. 
Magnification ratios available, which 
are easily changed in the office, include 
18X, 24X, 30X, 37X, and 49X. Images 
are projected onto the reverse of a 
ground glass screen. The image can 


“Unitization” of microimages in either 
opaque or film form permits mount- 
ing single frames or strips on cards of 
various types, including tab cards. 
The process combines microrecord 
compactness with the handling and 
indexing ease of card files. Micro- 
Above: Strips of Microtape (Microcard 
Co.) and an opaque reader (American 


Optical). 


be rotated 360 degrees, and all models 
can make facsimiles. One model offers 
foot pedal control of the power drive. 
The equipment can be either rented 
or purchased. 

Copycat Corp., 41 Union Square 
West, New York 3. While current de- 
tails were not available at press time, 
this company has offered the Copycat 
Auto-processor, a copying machine 
which can be used to make prints on 
sensitized paper from microfilm rolls. 
After exposure in a microfilm reader 
for a few seconds, the paper is de- 
veloped in the Auto-processor. Both 
development and stabilization of the 
image are accomplished in one opera- 
tion. 

Diebold, Inc., Flofilm Div., P. O. 
Box 127, Norwalk, Conn. The Flofilm 
line includes flow cameras and film 
readers. The No. 9600 camera is a 
lightweight (20 Ibs.) portable model 
which folds up into its own self-con- 
tained carrying case. It uses 16mm 
film and has a fixed focus lens assem- 
bly giving 24X reduction, It is a flow 
type, copying documents up to 11 in. 
wide on full film width at rates to 80 
feet of copy a minute. The film is 
carried in magazines for convenient 
loading and removal. The camera 
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Readers for microimages are designed 
to meet varying needs. Top: This 
Filmsort unit reads unitized micro- 
film frames mounted in cards. Second: 
Minnesota Mining & Mfg.’s new micro- 
film reader-printer permits both the 
reading and printing, in a matter of 
seconds, of positive page-size copies 
of any portion of the film; it uses a 
new electro-chemical method. Bottom: 
A new Photostat unit provides for 
viewing microfilm and for printing 
copies by photographic methods. 


shuts off automatically after using 50 
feet of film. It is priced at $750. The 
No. goo5 camera is a large flow-type 
unit accepting copy up to 42 in. wide. 
It uses either 16mm or 35mm film 
and offers reduction ratios of 20X, 
24X, 30X, and 35X, which are changed 
by changing lenses; this may be done 
in the office. The camera copies at a 
rate ot from 20 to 40 feet of copy a 
minute, using the full film width. 
Features include automatic shut-off 
and a reversing button which can be 
used to return any incorrectly fed copy 
to the operator before it is exposed to 
the camera. The unit can be used to 
make full-size reproductions on photo- 


sensitive materials. It is priced at 
$9,750. The No. 9204 portable film 
reader takes 16mm film; it has a mag- 
nification ratio of 24X. The No. 9202 
reader, taking both 16mm and 35mm 
film, has infinitely variable magnifica- 
tion (by turning a knob) from 18X 
to 36X. An attachment for making 
prints is available, Both readers project 
the image onto the reverse of a trans- 
lucent screen. The image can be ro- 
tated 360 degrees. 

Documat, Inc., 385 Concord Ave., 
Belmont, Mass. Documat offers one 
flow-type camera and one film reader. 
The camera uses 16mm film. Available 
reduction ratios are 20X and 344%4X, 
interchangeable at the factory. The 
camera accepts copy up to 9g in. in 
width. It records on half the film 
width and can record both sides of 
a document simultaneously. The 
camera is fed manually. Price: $1,095. 
The reader takes 16mm or 35mm film. 
Magnification ratios available, which 
can be interchanged easily, are 15X, 
24X, and 344%X. The image is thrown 
onto the reverse of a translucent screen 
and it can be rotated 360 degrees. The 
screen measures 11 by 11 in. The read- 
er has a traverse feature for lateral 
scanning. The unit is also capable of 
reading cards or jackets. 

Duophoto Corp., 236 Fifth Ave., 
New York 1. Supplies and services for 
unitizing microfilm. Details were not 
available at press time. 

Eastman Kodak Co., 343 State St., 
Rochester 4, N. Y. The Kodagraph 
Microprint Reader is a table top unit 
for reading opaque microrecords in 
card form. Cards up to 84% by 14 in. 
in size can be accepted. The desired 
portions of the card are projected onto 
the reverse of a translucent screen 
which measures 8% by 14 in. The 
card is carried on a_typewriter-like 
roller that shifts to allow projection 
of any part of the card. (SEE ALSO: 
Recordak Corp.) 

Filmsort Div., Dexter Folder Co. 
division of Miehle-Goss-Dexter, Inc., 
50 S. Pearl St., Pearl River, N. Y. 
Filmsort offers a variety of equipment 
for reading microimages, as well as 
supplies and services in connection 
with the unitization of microimages. 
The line includes a number of desktop 
readers. The largest of these, the Ex- 
aminer, has recently been redesigned. 
It has a 14-by-14-in. screen, and it of- 
ers magnification ratios of 15X, 20X, 
24X, 30X, and 43X. Available is a 
multiple scanner attachment. The unit 


is designed to be used with microfilm | 
in card apertures or jackets, or sheet | 
films. Other readers vary in size and | 
features. Some are of the type in which | 
the image is thrown onto the reverse 
of a translucent screen; others use an 
opaque screen. One model has auto- 
matically variable magnification. Fa- 
cilities and supplies for mounting 
microfilm in cards are also offered. 
Obtainable are Aperture cards for sin- 
gle frames and Jacket cards for short 
strips. Microfilm can be mounted in 
tabulating and other types of cards, 
which can be indexed, filed, and han- 
dled as desired. By means of a process 
developed jointly by Filmsort and 
Ozalid, film can be duplicated in un- 
itized form by the diazo method, 
using Ozacards and Actifilm sheets. 
The company also offers an automatic 
high speed unit for mounting micro- 
film in cards at speeds to 2,000 cards 
an hour; it takes the frames from roll 
microfilm. 

Graflex, Inc., 154 Clarissa St., Ro- 
chester 8, N. Y. Graflex manufactures 
one camera of the planetary type, 
called the Photorecord Microfilm cam- 
era. The camera unit is mounted above ! 
the material to be copied. A range of 
reduction ratios from 17 to I to 15 
to 1 can be obtained by raising or 
lowering the camera and refocusing. 
The maximum copy size which can 
be accepted is 17 by 22 in. The full 
width of the film is used. The equip- 
ment is manually fed, with a normal | 
rate of operation at about 10 to 12 
items a minute. The unit is portable. 
It features an adjustable lighting sys- 
tem, beam focusing, and pneumatic 
operation. 

Griscombe Products, Inc., 133 W. 21 
St., New York 11. Griscombe offers | 
several models of readers of microfilm 
mounted in aperture and jacket cards. 
Basically, one model is offered, with 
four differing magnification ratios: 
17X, 24X, 30X, and 43X. Screen size 
is 12 in. by 12 in.; it is translucent, 
and the image is projected onto the 
reverse. The units will accept cards 
up to 6% in. in width and of un- 
limited length. Prints can be made 
from the microfilm. Price range: $250 
to $265. The company has also offered 


—~_ 


Readers wishing further infor- 
mation from manufacturers of | 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 104. | 
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this book 

can 
revolutionize... 
and economize 
your daily 
office 
procedures! 


Just published by 
Diebold, Inc., this 
authoritative manual 
contains the complete 
transcript of the first 
symposium ever held on 
the use of Procedural Microfilming 
as an everyday office tool in 
Clerical Cost Control. 


The symposium, held at the ee + Conn, om 
Park Lane Hotel in New York City, : 7 
under the chairmanship of Jerome W. Harris, 5 

Publisher and Editor of Management Methods 0 Fi 

Magazine, was sponsored by Diebold : a iM 9600 


and covered such subjects as: 


¢ reduction of clerical ¢ elimination of e Motorized 
operations descriptive billing ° Portable 

* protection against bad 
checks uses in budget ¢ Lowest Cost 


e ae of ‘ accounting 

shareholders records . , 4 
= 

® speeding tax reports posse in credit 
: legge . perations 

* increasing inter-city 
banking services © uses in field audits 

® uses of procedural . , 
microfilming in market © savings in the ds 
research educational field, etc.  FLOFILM 9600—first 

microfilm camera 
specifically designed 


7 “Procedural Microfilming.” 

For your free copy of “Procedural Microfilming” clip the for — 3 
coupon to your business letterhead and mail today. Addi- 4 
tional copies are available at $1.00 per copy. ‘ 
. 


DIEBOLD, INC. Dept. 68 
Flofilm Division 
Norwalk, Conn. 


Please send copy of “Procedural Microfilming” to: 


Name Title 
Company 

A AA. 

City Zone State. 
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Typical new typewriter developments: 
1. Olivetti offers attache case for a 
portable typewriter. 2. Smith-Corona’s 
unique electric portable. 3. American 
Voss will soon offer a manual ma- 
chine with proportional spacing. 4. 
An IBM electric model with carbon 
ribbon. 5. Underwood’s new Touch- 
Master is designed with a light touch, 
to ease work load. 6. R. C. Allen’s 
1957 line is offered in 21 different 
color combinations, 


two cameras of the planetary type, in 
which the camera is mounted above 
the material to be copied. One model 
was for 16mm, the other for 35mm, 
film, and reduction ratios of 17, 23, 
and 30 to 1 were available. 

Hall & McChesney, Inc., 1233 Os- 
wego Blvd., Syracuse, N. Y. Hall & 
McChesney provides a special service 
by which it converts microfilm re- 
ceived from customers into opaque 
Microstrip prints. These prints are in 
strip form and are backed with ad- 
hesive so that they can be affixed to 
filing and other types of cards for in- 
dexing and filing according to need. 
The adhesive is moistened with Solox 
before using. Prints made in this way 
may be viewed by means of opaque 
card readers. 

The Haloid Co., 2-20 Haloid St., 
Rochester 3, N. Y. Haloid’s Copyflo 
continuous printer is designed to pro- 
duce page-size prints from microfilm 
and other sources. The xerographic 
copying process is used, and the equip- 
ment turns out a continuous flow of 
copies. The printing rate is 20 feet a 
minute. The unit can accept microfilm 
in widths of 16mm or 35mm. 

Hanimex (USA), Inc., 770 Eleventh 
Ave., New York 19. Hanimex offers 
one combination unit consisting of a 
camera of the planetary type and a 
reading unit. It is called the Durst 
Micromat, and it is imported from 
Italy. It uses 35mm film, utilizing the 
full film width. The reduction ratio 
can be changed by raising or lowering 
the camera unit and refocusing. Auto- 
matic focus is a feature. Any ratio be- 
tween 2X and 17X can be obtained 
automatically, with manual focusing 
from 1:1 to more than 17X. Maximum 
copy size which can be accepted is 
36 by 48 in. The camera is fed man- 
ually. The equipment is synchronized 
for electronic flash. Used as a reader, 
the unit provides magnification ratios 
from .25:1 to 17X. Projection of the 
image is onto an opaque screen. The 
equipment can also be used to make 
prints from microfilm. Price range: 
$295 to $597. 

The Microcard Corp., Box 314, La 
Crosse, Wis. The Microcard line in- 
cludes readers for use with microprints 
in card form. The readers are portable 
and are designed for use on the desk 
top. The image is projected onto the 
reverse of a translucent screen. One 
reader is equipped with a card moving 
mechanism to assist in locating desired 
portions for viewing. The units are 


priced in the $215 to $275 range. A 
pocket-size reader is also available at 
a price of about $25; it has built-in 
illumination. The company also manu- 
factures Microtape strips. These are 
rolls of positive microimages taken 
from standard negative rolls of micro- 
film and provided with an adhesive 
backing. The strips can be cut into 
individual frames or strips and mount- 
ed on cards for filing and indexing as 
desired. 

Microfilm Corp., 13 E. 37 St., New 
York 16. This company offers a line 
of cameras of the planetary type, as 
well as readers for film and for opaque 
microrecords. Cameras use 35mm film, 
and provide reduction ratios from 18X 
to 30X. Maximum copy size that can 
be accepted is 28 by 42 in. The full 
film width is utilized. Feeding of copy 
is manual; estimated normal operating 
speed is about 1,500 copies an hour. 
Readers are available for 16mm and 
35mm film, as well as for reading 
opaque cards. Available magnification 
ratios include 18X, 21X, and 24X. 
Depending on the equipment, images 
are thrown onto the reverse of a 
translucent screen or onto an opaque 
screen. Price range: $250 to $1,050. 
Equipment may be rented. 

Microlex Corp., 1 Graves St., Ro- 
chester 14, N. Y. The Microlex line 
includes Microlex Readers designed 
for use with Microlex Cards and other 
opaque microrecords. The equipment 
is of table top size. Images are pro- 
jected onto the reverse of a ground 
glass screen. The units are particularly 
designed for use with cards produced 
by the company, especially microimage 
copies of publications. One such card 
typically measures 614 by 7% in. and 
contains 400 pages of a publication. 
Current details were not available at 
press time. 

Minnesota Mining & Mfg. Co., goo 
Fauquier Ave., St. Paul 6, Minn. 3M 
is in the process of introducing a new 
machine for printing enlargements 
from microfilm files in less than ten 
seconds. This new microfilm reader- 
printer provides prints automatically, 
without hand processing. Images are 
projected onto a viewing screen for 
reading, and, in fact, the unit can be 
used simply as a reader. The speed of 
the printing process is attributed to the 
use of a new electro-chemical method 
which prints on a special white paper. 
The unit is available for either 16mm 
or 35mm film, and can be equipped 
with lenses for both. When so equip- 
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Short cuts with Recordak Microfilming 


Latest report on how this low-cost photographic process is simplifying routines 
for more than 100 different types of business . . . thousands of concerns 


- Recordak Microfilming 


speeds billing for these 
5th Avenue stores. 


58th St. 
Bergdorf Goodman Co. 


57th St. 
Plummer Ltd. 
Tailored Woman, Inc. 
Tiffany & Co. 
56th St. 
Bonwit Teller, Inc. 
55th and 54th Sts. 
Elizabeth Arden 
53rd St. 

Georg Jensen, Inc. 
Peck & Peck 
52nd St. 

A. De Pinna Co. 
Doubleday Book Shops 
51st St. 

Best & Co. 
50th and 49th Sts. 
Saks Fifth Avenue 


49th St. 
McCutcheon’s 


48th St. 
Black, Starr & Gorham, Inc. & 


48th and 47th Sts. 
Brentano's Inc. 
Peck & Peck 
47th St. 

W. & J. Sloane 
46th St. 
Wallachs Inc. 
41st St. 
Peck & Peck 
40th St. 
Arnold Constable 
Lane Bryant Co. 


39th St. 
Doubleday Book Shops 
39th and 38th Sts. 
Lord & Taylor 


38th St. 
Franklin Simon 
34th St. 
B. Altman & Co. 
33rd St. 
Wallachs Inc, 


HOW FAMOUS 5th AVENUE STORES CUT 
BILLING COSTS, INCREASE GOOD WILL 


New York, N. Y. 


Take a stroll down 5th Avenue. Drop into 
any of the renowned stores and shops. Chances 
are they’re using Recordak Microfilming to bill 
charge-account customers. 


Reason for this— 


Microfilming the customers’ saleschecks— 
and sending them out with the bills—eliminates 
a description of each purchase and a listing of 
each price. Only the sales check totals and 
credits go on the bill. This cuts posting opera- 
tions as much as 85%. Complete film record of 
all accounts can be filed at fingertips—ready for 
immediate review in Recordak Film Reader. 


Customers, on the other hand, find it much 
easier to recall charges with the original sales 
checks in hand. Questions about bills are re- 
duced by as much as 80%. 


It’s much the same story off 5th Avenue— 
a few doors away you'll find Abercrombie & 
Fitch, Brooks Bros., Stern Bros., Liberty Music 
Shops...and so it goes. Not only in New York 
but Anywhere, U.S.A. For it pays retailers 
with as few as 2500 charge accounts to use 
Recordak Photographic Billing. 


Free booklet “Short Cuts that Save Millions,” 
shows how you can save with Recordak Micro- 
filming regardless of your type of business. 

“Recordak”’ is a trademark 


=RECORDEK 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming — 
now in its 30th year 


RECORDAK CORPORATION . 

Mew Recendek ee 415 Madison Avenue, New York 17, N. Y. 4 
Reliant Gentlemen: Please send free copy of “Short ° 
Siieosiinss Cuts that Save Millions. F-10 : 
gives you up Name ° 
to 80 pictures ~ Position > 
for l¢ : Company > 
° Street : 

‘ City. State > 
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ped, the lenses are changed with a 
simple manual adjustment. The stand- 
ard unit is priced at $629. Print cost 
is estimated at from 7% to 8 cents, 
depending on size. Special handling 
for the paper and chemical is not re- 
quired. Prints are positives. 

Ozalid, Div. of General Aniline & 
Film Corp., Johnson City, N. Y. Ozalid 
offers services in connection with un- 
itization of microfilm. In collaboration 
with Filmsort, it has developed Oza- 
card and Actifilm methods of dupli- 
cating microfilm, and offers Ozacard 
Printers and Actifilm Printers for this 


purpose. The diazo copying process is 
used. The company also provides serv- 
ices tor duplicating microfilm rolls on 
a negative-to-negative basis. 

Peerless Photo Products, Inc., Shore- 
ham, L. 1., N. Y. Peerless offers a flow- 
type reducing camera which, although 
not used in conventional microfilming, 
may be considered in a review of this 
subject. It provides reductions of from 
2 to 1 to 6 to 1, using either trans- 
lucent projection speed paper or film. 
It is designed particularly for reducing 
large drawings and can accommodate 


original copy in widths to 42 in. and 


This is the new Filmsort Examiner, 
a complete microfilm viewer and 
enlarger-printer — for use on the 
executive's desk, in the office and the 
engineering department. 


ENGINEERING, PRODUCTION 
DATA ACCESSIBILITY 


Here are case history reports of vital 
concern to all faced with problems of 
engineering and production data access- 
ibility .... as told in leading business 
and technical periodicals. 


A leading machine tool manufacturer 
saves the time of its engineers and 
clerical staff with a microtilm-on-cards 
system of control over drawings. 


i Ask for Reprint #231 


CT “Stop Playing Hide-and-Seek 
With Engineering Drawings” 
(By Bell Lab manufacturing 
information engineer)—. #202 


Production orders and spec sheets 
grouped in film strips by a famed New 
England instrument maker ... . for 
better control, easy accessibility, fast 
reproduction. 


(] Reprint #232 


Ol “Microfilms Speed Research 
and Conserve Engineers” 
(Reprint #221) 


[] “Tiny Bluprints for 
Big Defense” (#213) 


i “How Otis Increased Control 
and Reduced Costs” (#211) 


Reprints also available on “Setting Up 
A Research Library” .... “Handling 
Personnel Records” ... . and other 
utilizations of the Filmsort system. Your 
request for these reprints, from national 
technical and business periodicals, will 
receive prompt attention... . They 
will be sent without charge. 


FILMSORT DIVISION 
DEXTER FOLDER COMPANY 
A Division of Miehle-Goss-Dexter, Inc. 
Pearl River, New York 
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of any length. It is called the Peerless 
Neoflow Reduction Camera. A Neo- 
flow Continuous Processor is also avail- 
able for developing the copies. 


Photostat Corp., 1001 Jefferson Rd., 
Rochester 3, N. Y. Photostat offers the 
Microtronics, Statfile, and Coton lines, 
using 35mm and 7omm film. Some 
can take 16mm film. Three cameras 
are offered, together with two film 
readers and an enlarger-viewer. The 
cameras are of the planetary type. Re- 
duction ratios available include 5:1 to 
29:1 and 4:1 to 14:1. Adjustment of 
ratio is achieved by adjusting the head 
position with reference to a precal- 
ibrated scale. Maximum copy size 
which can be accepted is 40 by 60 in. 
Normal rate of operation, with manual 
feed, is 150 per hour. The equipment 
is particularly designed for reducing 
engineering drawings and other large 
papers. Readers, which are portable, 
are designed for viewing 7omm film, 
although 35mm and 16mm film can 
be handled in some cases. Aperture 
cards can also be read. One unit has 
a magnification ratio of 8X; the other 
has a range from 24%4X to 14X. Facili- 
ties are available for making prints 
from the images. (New this year is 
the Microtronics 35mm _ Microfilm 
Viewer-Enlarger and Processor.) Price 
range: $950 to $5,780. Also offered 
are accessory units such as film dryers. 


Recordak Corp., subsidiary of East- 
man Kodak Co., 415 Madison Ave., 
New York 17. The extensive Recordak 
line includes seven cameras, eight film 
readers, and three combination cameras 
and readers. The line contains equip- 
ment using 16mm and 35mm film. 
Available reduction ratios range from 
8:1 to 40:1. Ratios are changed in the 
case of flow cameras by changing the 
lenses, and in the case of planetary 
cameras by moving the film unit. Four 
flow-type cameras are offered, with a 
maximum acceptable copy width of 
14 in., length unlimited. Six planetary 
cameras are offered, with a maximum 
copy size which can be taken of 37% 
by 52'4 in. Cameras can copy, depend- 
ing on the model, on full film width, 
on half width, and/or can simultan- 
eously copy both sides of a document. 
With manual feed the normal rate of 
operation is from 25 to 60 items per 
minute. With automatic feed, speeds 
of 400 to 500 a minute are possible. 
Features available include automatic 
feed; power drive; safety features te 
prevent exposure in case of double- 
loading, reaching end of film, crum- 
pling of documents, etc. The Reliant 
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Microfilmer also features new Koda- 
matic Indexing, in which two fine 
lines move across the film as docu- 
ments are photographed. They are 
visible in the finished film, and their 
position in relation to a scale on the 
reader screen corresponds to the cod- 
ing classification used on the film. 
Ninety-nine different code positions 
are available. Thus, these lines pro- 
vide quick indexing of the contents 
of a roll. Prices: $550 to $4,300, or 
monthly rentals from $20 to $250. 
Film readers use 16mm and 35mm 
film and offer magnification ratios of 
from 12:1 to 4o:1. These may be 
changed, depending on the equip- 
ment, by changing lenses or moving 
the screen. Some models throw the 
image onto the reverse of a translu- 
cent screen; others use an opaque 
screen. Facilities are provided for 
making prints, and readers used with 
film indexed by the Kodamatic meth- 
od have scales for reading the codes 
indicated by the positions of the two 
movable lines on the film. Features 
offered include power drive and ro- 
tation of the projected image. Price 
range: $190 to $1,050, or monthly 
rentals from $5 to $25. The company 
also handles the Filmsort line of aper- 
ture cards and jacket cards, readers, 
and mounting equipment for use in 
unitizing microfilm images. 
Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave., New 
York 10. Remington Rand’s Film-a- 
Record line is extensive, containing 
seven cameras, five film readers, and 
four readers for opaque prints. The 
equipment takes 16mm and 35mm 
film. Four of the cameras are of the 
flow type, three of the planetary type. 
Reduction ratios offered range from 
12X to 42X, and are easily inter- 
changed. Flow-type cameras accept 
copy up to a maximum of 15 in. in 
width, and of any length. Planetary 
cameras have a maximum copy size 
limit of 36% by 47% in. Depending 
on the model, cameras can copy on 
full film width, and/or on half width, 
and some can also copy both sides of 
a document simultaneously. Both man- 
ual and automatic feed can be had. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 104. 
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Feeder is of the friction type. Double- 
loading stop and other safety features 
are offered. One feature of interest is 
a push button control for providing 
an automatic leader or film end. A 
Color-stat meter to check image dens- 
ity is a new feature now available. 
Prices: $895 to $3,000; equipment can 
be rented. Film readers take 16mm or 
35mm film. Magnification ratios avail- 
able range from 15X to 43X and can 
be changed easily by changing lenses. 
Some readers throw the image onto 
the reverse of a translucent screen; 
others use an opaque screen. Available 


features include 360-degree rotation 
of projected image, automatic variable 
speed control, and caster mounting for 
mobility. Prices: $185 to $875; equip- 
ment can be rented. The company 
also handles the Filmsort line of aper- 
ture and jacket cards, mounting and 
reading equipment, and other items 
used in connection with unitizing 
microimages. 

U. S. Microfilm Co., 868 Main St., 
Stamford, Conn. This company offers 
a combination unit consisting of a 
camera and a reader. It uses 35mm 
film. The camera is fixed in position, 


COAST-TO-COAST 
SALES AND SERVICE 
THROUGH INDEPENDENT 
MICROFILM SERVICE 

| COMPANIES 


Mm CG DoD € t 


385 Concord Avenue, Belmont, Dept. 101, 


“DOCUMAT 


en | 


An All-New LOW-PRICED 16mm 
MICROFILM FLOW CAMERA 


All the convenience and privacy of doing your own microfilming—right in your own 
office by office help—is now practical and economical in a manner never before 
thought possible. Finger-tip controls, flash-alert signals and other automatic devices 
completely minimize operator error. Varying paper thicknesses (up to 14")—even 
pamphlets—clipped, stapled or pinned—will feed through the throat without 
jamming. Exceptionally high resolution lens reduces detail faithfully. 


DOCUMAT records as many as 7,200 letter-size documents or 
10,000 checks (both front and back) on a single 100 ft. roll of 
16mm film. It will also record consecutively in “‘list’” form 

on one section of the 16mm film which can then be reversed 


for use of the other section. 


Floor space required 2434," x 25/2". Weight 120 lbs. 


The price is only $1,095 
* 


‘* * * 


....and a LOW-PRICED DUAL READER... for both roll 
(16mm or 35mm) and unitized film with either 


3414X, or 24X lens. 11" x 11" Screen. . . $325 
(Other models from $245 to $350) 
U M A T_ Ine. 
Mass. 


Send complete details 


Tide 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page !04 6l 


eS a - ae ee Oe < 4 Ma mr) ue aa rene 2 =; i oa eo roa, Po = «a awe Se a + > 
h & é 
4 
Ss 4 
fm 
- = 
| g 
e 
$, ae 
Git 
eC rae 
x ee 
e 
‘ * 
‘0 ‘ 
x @ 
d J ne ae 
l- vi 
| : 
ze | | <% 
n. 
al va 
nt | — — ian : si 
1g 
ze 2 d 
n, Bo 
in 
re | Ff 
as | 
er 
li- 
its . 
is { old 
im | er me 
ice a at 
ed 7 @ = ah < 
rs. —— | 
Ses ee 
st- i Sy ¢ 
ak t ee , 
ras Bey. * | 
ip- Pe 
im. Sa 
the 5 . 
ary 5 oa a oe 
our ee a — a 
1a Wier. = et = 
of ae s F 
ary | a ~ aa 
um ' Te 3 ‘ — wh 
7 > Ne 
dth, , jXoeren ae 
tan- di he 
ent. | P 
i ON " 
> of D O C % 
' 
per} 
eeds Po ‘i 
ible. f a A 
atic cer, Uae 
; oe III nssemusiasiibiiailiesiintantenliiaiaiaaiiiatien i 
ible- 
aac | III icccictenthiaaisisiicaa as eboasincciaabas ' 
3 eiitiatininatt ae 
liant CE ° 
Pe ee 
ENT 
= Fa i.» Siete 4 ae a | ie 


1. The new Remington Rand States- 
man, which features proportional 
spacing. 2. A Friden (Commercial 
Controls) Flexowriter, for typing au- 
tomatically from punched paper tape 
and for producing tape records of 
material typed. 3. Royal’s Robomatic 
Model 330, an automatic typing unit 
which permits two typewriters to op- 
erate from one keyboard or from a 
record roll; as the operator types name 
and address on a letter, a “slave” ma- 
chine duplicates these on the envelope. 
4. The selector unit of American Auto- 
matic Typewriter’s Model 5630 Auto- 
typist allows the operator to com- 
pose letters for automatic typing, se- 
lecting prepared paragraphs from a 
master roll, 5. A Vari-Typer, with in- 
terchangeable type and justifying fa- 
cilities, for composing. 
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and has a reduction ratio of 11 to 1. 
The unit is manually fed and the nor- 
mal operating rate is considered to be 
about 1,090 items an hour. The film 
may be viewed without interrupting 
the filming. When the unit is used as 
a reader, the image is projected onto 
a built-in opaque screen. The equip- 
ment is of a size suitable for table-top 
use. 

Visirecord, Inc., 54 Railroad Ave., 
Copiague, L. I., N. Y. Visirecord, 
manufacturer of “vertical-visible” filing 
systems and equipment, has worked 
in conjunction with the Microcard 
Corp. to develop filing systems based 
on that company’s Microtape meth- 
ods for unitized microrecords, and has 
also developed systems for the filing 
of card-mounted microfilm frames and 
strips. The systems, therefore, provide 
ready access to microrecords in both 
film and opaque print form, and are 
designed to bring the space-saving and 
other advantages of microfilm into the 
realm of active files. 


Typewriters 


Addo-X, Inc. 300 Park Ave., New 
York 22. Addo-X offers the Adler line 
of typewriters. Included are four stand- 
ard models, one new electric machine, 
and one systems typewriter. Keyboards 
contain 46 keys, to provide extra sym- 
bols and characters. Available car- 
riages, some of them interchangeable, 
include 12, 13, 15, 18, 26, and 35 in. 
widths. Nine type sizes and faces are 
offered. Features available on the elec- 
tric model include variable key depres- 
sion, repeat space bar, automatic dot- 
ting and underscoring, line spacing in 
all carriage positions, automatic “off- 
switch,” automatic and adjustable paper 
injector and ejector, single and repeat 
backspacing, word expander, and 9- 
stop decimal tabulator plus skip key. 
Price range: $210 to $463, including 
F.E.T. Equipment can be rented. 

R. C. Allen Business Machines, Inc., 
678 Front Ave., N. W., Grand Rapids 
4, Mich. The R. C. Allen line includes 
seven standard and seven electric- 
manual typewriters. The latter, identi- 
fied by the trade name Electrite, have 
electrified keyboards and manually 
operated carriage return and service 
keys. A parallel list of machines is 
available with carbon ribbon attach- 
ments. Standard and carbon ribbon 
models may have keyboards of 42, 43, 
44, or 46 keys. Available carriage 
widths range from 11 to 26 in. Twen- 
ty-nine type sizes and faces are ob- 


tainable. Among the features offered 
are automatic visible margins, paper 
centering device, space adjuster, inter- 
changeable platens, horizontal half. 
spacing and palm tabulator. Keyboards 
are available for a wide range of uses, 
including medical, scientific, mathe- 
matical, military, and library applica- 
tions, and for use in various foreign 
languages. Price range: $210 to 
$394.50. 

Alma Office Machine Corp., 34 E. 
30 St., New York 16. The Italian-made 
Everest line consists of one standard 
and one portable machine. The stand- 
ard model may be had with carbon 
ribbon attachment. Available carriage 
widths include 12, 14, 18, 22, and 27 
in.; carriages are interchangeable. 
Twelve type faces and sizes are avail- 
able. Features include vertical half- 
spacing, special keys with foreign and 
currency symbols, automatic paper in- 
sertion and ejection, standard and 8- 
stop decimal tabulation (on standard 
model), five different line spacings and 
automatic visible margin setting. The 
backspacer is on the left side, as on 
domestic machines. Prices: $199 and 
$109. } 

American Automatic Typewriter 
Co., 2323 N. Pulaski Rd., Chicago 39. 
The Auto-typist line contains a num- 
ber of machines used for the automatic 
control of standard office typewriters. 
Some units can operate any manual or 
electric typewriter; others are used only 
with electric machines. Master letters 
or paragraphs are prepared on per- 
forated paper rolls much like those 
used on player pianos. The rolls can 
be coded so that the typewriter stops 
typing whenever necessary to allow 
the operator to type in variable in- 
formation manually. The smallest 
Auto-typist uses one roll for each let- 
ter; the rolls are easily changed. Larger 
models permit the use of rolls with a 
number of letters or paragraphs which 
can be selected by touching appropriate 
buttons corresponding to the numbers 
of the letters or paragraphs. Complete 
letters may be typed automatically by 
selecting an appropriate sequence of 
previously prepared paragraphs. Va- 
riable information may be inserted as 
required. Typing speed is several times 


ee 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 104. } 
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eal In the time it takes to smoke a cigarette... 


é LET US 
=! SHOW YOU 


in The world’s finest 


vail standard typewriter 
and with the world’s 


finest features! 


and St 
y 4 . 
riter | ; 


D 39. 
num- 
natic | 
iters. 
al or 
only 
otters 
per- 
those 
; can 
stops 
allow 
> in- 
allest Made for typists by typewriter experts, the Smith-Corona Eighty-Eight reflects 
r let- fully the 65 years of experience which have gone into its development. Call 
arger your local Smith-Corona representative for a short, dramatic demonstration. 
ith a | 
vhich an 
yriate PEELE : = 
nbers } 
plete 
ly by 
e of 
Va- 


you ned error control. 
a need error control. 


Clean, sleek and modern, 
faultless in performance. 
Each and every distinctive 
Smith-Corona feature brings 
you the finest correspon- 
dence .. . faster and easier. 


Smith-Corona’s exclusive 
Page Gage tells you at a 
glance exactly how far you 
are from the bottom of 
your typed page. Saves you 
money and saves you time. 


Half Spacing, the easiest, 
simplest method of error 
control, permits the addi- 
tion or deletion of a letter 
in a word, and eliminates 
the need for total re-typing. 


Liveliest touch on the mar- 
ket, Smith-Corona’s exclu- 
sive Response-O-Matic Ac- 
tion can accommodate the 
needs of any typist. Result: 
faster, easier, tireless typing. 


— SMITH-CORONA 88 
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that of an average typist. One machine 
can accommodate two selector rolls; 
this arrangement permits a greater 
choice of paragraphs to be selected, or, 
if two duplicate rolls are used, it per- 
mits higher speed of operation, since 
the machine can type a paragraph 
from one roll, take the second from 
the duplicate, return to the first roll 
for the third paragraph, and so on, 
alternately. This procedure eliminates 
the time spent waiting for the roll to 
advance from one paragraph to the 
next. Also offered are Copy-typist and 
Cable-typist equipment, which permit 
one typewriter to control “slave” ma- 
chines. Accessory equipment includes 
perforators for preparing record rolls, 
and reperforators for making new rolls 


from existing rolls. Prices: from $850. 

American _ International Office 
Equipment Co., 7940 W. Third St., 
Los Angeles 48. While current in- 
formation was not available at press 
time, this company has distributed the 
Torpedo and Tippa lines of type- 
writers. Available were standard, elec- 
tric, and portable machines, including 
carbon ribbon models. Among the 
features available were interchangeable 
carriages in widths from 12 to 25 in., 
sixteen type faces and sizes, half- 
spacing, 46-key keyboards, automatic 
paper feed, and jammed key release. 

American Voss Corp., 18097 Sor- 
rento Ave., Detroit 35. The Voss line, 
made in West Germany, contains both 
standard and portable machines, one 


and fast in a machine too 
... that’s Speedmakler 


Speedmaster is a translucent master paper with the good looks 
of a regular bond, yet it goes through the direct print copy 
machine fast to give clean, sharp copies. 


Speedmaster has a special finish that permits pencil or pen 


writing. 


Speedmaster doesn’t curl. It lies flat to prevent jamming in the 


machine. 


neenah 
paper 
company 
neenah, 


wisconsin 
A Division of Kimberly-Clark Corp. 


SOHO M PETES HEHEHE EEE SEES EEE SEE EEE EEEEE 
. 


Please send me the free 
folder Speedmaster con- 
taining information 
and samples of trans- 
lucent master papers 
by Neenah. OMS 


whecnah, 


Sie BUSINESS PAPERS 
SYACLE 1873 


Attach to your business letterhead and mail to: 
neenah paper company, neenah, wis. 


SHS THE SETHE EEE EH HEHEHE EEE EEE 


eee eeeeeeeseeeeeeeeeeeeee 


systems model, and one composing 
model. Electric machines are expected 
next year, and the company expects 
to introduce in the near future a man- 
ual machine with proportional spacing. 
Portable machines have 1o-in. car- 
riages, while the standard models have 
12-in. carriages. Features include hori- 
zontal and vertical half-spacing, 1-, 
14-, and 2-line spacing, a bail design 
which permits insertion of paper with- 
out lifting the bail, automatic end-of- 
page gauge, key-set tabulation and 
tabulation clearing, decimal tabulator, 
anti-reroll device to prevent carbons 
and second sheets from  rerolling, 
choice of 12 type sizes and faces, and 
a wide variety of keyboards. Price 
range: $109.50 to $159.50, list. Equip- 
ment may be rented. 

Commercial Controls Corp., sub- 
sidiary of Friden Calculating Machine 
Co., Inc., 1 Leighton Ave., Rochester 
2, N. Y. Flexowriters are described as 
“automatic writing machines.” Bas- 
ically, they are electric typewriters to 
which has been added the capacity to 
read and/or punch a common lan- 
guage medium, such as punched paper 
tape. Some models read and/or punch 
edge-punched cards, using the same 
codes otherwise punched into tapes. 
Certain models may be controlled by 
two separate tapes. Twenty-two models 
are offered, each of which is available 
in from one to four variations, such as 
recording, reproducing, recording and 
reproducing, and other models. Pro- 
gramatic machines allow for the se- 
lection and control of typing by means 
of program tapes. It is possible to pre- 
pare tapes and punched cards simul- 
taneously, and common language rec- 
ords prepared on a Flexowriter may 
be used as inputs to a variety of in- 
tegrated data processing and commun- 
ications equipment, including tape-to- 
card punches, computers, _ teletype- 
writer equipment, graphotypes, ete. 
Available type styles include 11 roman 
and 15 gothic faces. Flexowriters typ- 
ing under automatic control operate 
at speeds of about 100 words a minute. 
Also offered are Justowriters, a line of 
composing typewriters, some of which 
are operated by punched paper tape. 

Ralph C. Coxhead Corp. SEE: Vari- 
Typer Corp. 

DeJur—Amsco Corp., 45-01 North- 
ern Blud., Long Island City 1, N. Y. 
As this issue went to press, DeJur- 
Amsco announced the introduction of 
the West German-made Triumph line 
of electric, standard, and pertable ma- 
chines. 
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NEW ROYTYPE VISI-COTE STENCIL... 
makes typing clear and easy to read... gives sharper copies 


HERE’S no time lost trying to read copy on the new 

Roytype Visi-Cote Stencil. Even as she is typing, 
your secretary can read every word easily without 
squinting or straining her eyes . . . because every word 
shows up so clearly on this plastic-coated sheet. 


She saves time in making corrections, too, because no 
cushion sheet is necessary. The extra strong, custom- 
made base sheet takes its place. And that means she can 
get longer runs and clearer, sharper copies. No special 
writing plate is needed, either, for signatures. 


Your Roytype salesman can show you what a great 
time-saver—and secretary saver—this remarkable new 
duplicating stencil can be. Call him in for an office 
demonstration. You'll profit in better production. 


ROYTYPE. Visi-Cote Stencil 


Product of Royal McBee Corp.,world’s largest manufacturer of typewriters 
++. quality supplies for all business machines. 
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For your immediate use— 


The 6 most vital assets 


to insure your 


EXECUTIVE SUCCESS 


Successful executives will tell you this Helps you develop 
=“ fact: certain a — these 6 

ally allow a man to write his own paycheck. a 
And one doesn’t have to be born with these Success qualities: 
proven executive qualities—they can be ° Handling People 
self-developed to a degree you may never ° Managing Yourself 

have thought possible—easily, and without ° Speaking Forcefully 
long years of study. You can help yourself ° Writing Clearly 
acquire them with this specially selected “ Working Efficiently 


Library of practical executive techniques. Sretch 


THE LIBRARY OF 


PRACTICAL 
EXECUTIVE 
TECHNIQUES 


e 6 volumes e 1633 pages e $20. 
—payable $4. in 10 days, then $4. 
a month 
The six books 
ees a 
ibrary have been 
You'll find here the best thinking on a selected i successful 
—— of important executive techniques executives as the ones 
mt e getting the best out of your associ- most useful in developing 
a - butting your thoughts down clearly the six qualities of execu- 

—, forcefully on paper, speaking with tive success. 

authority in front of people, thinking a job © MANAGING YOURSELF 
through logically, and getting it done most by Wright 
efficiently. All in all, you have a store-house THE TECHNIQUE OF 


of information on doing best every job the vase the Lainie — 
successful executive must know how to HOW TO DEVELOP YOUR 


handle. THINKING ABILITY 
EASY TERMS CLEAR WRITING 
5— ice by Gunning 
al offer, | HOW TO TALK WELL 
by Bender 


‘als THE TECHNIQUE OF 
= the consh saving of 63 books on easy terms, | ee PEOPLE 
— A g fe) 


, by the Lairds 
ivilege © 
Pinile you use them: 


McGraw-Hill Book Co., 327 W. 


10 DAY FREE TRIAL | 


| OP OR, TE, FSB, Game EO Pited mame oon... once ccccccccccccccccssccccccccseess | 
— pn = ney = Prac- 

ca xecutive Techniques for Address ....... 
| 10 days’ examination "on ap. IN race at eis oaaties let Matis dia hha ae eatinne | 
proval. In 10 days I will (check .. 
one) o send $20, the ial City ere eee Mic iceaiatectieen 
ng J _ or (J = n 10 

an @ month for 4 Company ..................... 

manthe. Odenton T wih cee NE Svat cares asieedusei usc scnssgiadensvepuaewees 
turn books tpaid. sae 
For price an terms outside U. Ss. NN Svis's ke Pinks kaise was eens oes nke we Lckekesbueaae 
write McGraw-Hill Int’l., N. Y. C. 
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Facit, Inc., 404 Fourth Ave., New 
York 16. The Swedish-made Halda 
line of typewriters includes standard 
and portable models. Carriage widths 
available range from 12 to 19 in. 
Among the features obtainable are a 
wide choice of type sizes and faces, 
Mar-Jet margin levers for speed in 
setting and clearing margins, keys for 
statistical tabulation, and extra keys 
for special characters. Portable models 
have leather traveling cases. The 
equipment may be either rented or 
purchased. 

Friden Calculating Machine Co.,, 
Inc. SEE: Commercial Controls Corp. 

Inter-Continental Trading Corp., 90 
West St., New York 6. Inter-Conti- 
nental offers the Olympia line of type- 
writers, made in West Germany. The 
line includes two standard and three 
portable models. Two carbon ribbon 
machines are offered. Available car- 
riage widths are 10, 12, 15, 18, 24, and 
35 in. Fourteen type sizes and styles 
can be had. Features offered include 
vertical and horizontal half-spacing, 
automatic paper injector, interchange- 
ability of carriages, choice of more 
than roo foreign language and special 
keyboards, “emphasis key,” paper sup- 
port and end-of-page indicator, and 
plastic alignment guides. Price range: 
$212.50 to $415. 

International Business Machines 
Corp., 590 Madison Ave., New York 
22. IBM manufactures an extensive 
line of electric typewriters. Standard 
machines are available with carriage 
widths of from 12 to 30 in. A de luxe 
model, the Executive Electric, has pro- 
portional spacing, in which each letter 
is given a spacing varied in accord- 
ance with its natural width, and a jus- 
tifying feature, permitting the evening 
of both left and right margins. Ap- 
proximately 60 different type sizes and 
faces are offered. Special models are 
equipped with lift pin-feed platens and 
are intended for use with continuous 
fanfold forms. One class of machines 
has “electronic” tabulation. The ma- 
chine has a reading head which is 
sensitive to metallic ink on business 
forms, so that the carriage stops as 
the ink passes under the head. Stand- 
ard business forms can be printed with 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 104. 
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“We cut receiving paperwork 68% 
this new Ozalid one-writing way!"’ 


IT ALL STARTED ONE DAY LAST YEAR... 


WE'VE JUST GOT TO BREAK THE JAM IN OUR RECEIVING DEPARTMENT ! DO YOU 
KNOW WE HAVE STOCK ON THE FLOOR OVER A WEEK—AND NO REPORTS OUT YET! 


IT'S SIMPLE! RATHER THAN WRITING UP LENGTHY REPORTS, WE USE THIS 
COPY OF THE PURCHASE ORDER. WHEN ORDERS COME IN, OUR RECEIVING 
CLERK WRITES IN THE SHIPMENT DATA. THEN IT GOES TO NANCY, 
BACK THERE, FOR OZALID COPYING. 


YOU OUGHT TO COME OVER AND SEE THE NEW SYSTEM 
WE HAVE! NOT A BOTTLENECK SINCE WE STARTED. 


IT'S A GOOD SYSTEM. JUST TAKES A FEW SECONDS 
TO MAKE AN OZALID COPY. REWRITING USED TO TAKE 
HOURS. AND NOBODY COULD READ THOSE CARBONS. 


IT’S FAST ALL RIGHT. REPORTS 
ARE OUT ALMOST AS SOON 
AS THE STOCK ARRIVES! 


AS A MATTER OF FACT, OUR ORDER 
DEPARTMENT LIKES IT SO MUCH, THEY'RE 
PUTTING IN THEIR OWN OZALID SYSTEM! 


THIS OZALID METHOD 
REALLY MAKES SENSE! 


: 7 
Lowest Cost Per Copy Ozalid, Dept. K-10 | 
Ozalid Direct Copying ends wasteful “repeat writing” Johansen City, ~ ¥ - : a 
° . ‘igs Please send more information on Ozalid one-writing systems - 
in every department . . . makes dry, perfect copies in for these departments: af 


seconds. And a letter-size sheet of Ozalid paper costs T”} wvctastee ( ) Ge tnteuiies  () deme | Pies 
you less than a penny—lowest cost per copy of any 
copying process. i Receiving C] Production Control CJ Engineering 


OZALID’ | = ; 


Firm 
DIRECT |COPYL SYSTEMS | 


Address ft 
A Division of General Aniline & Film Corporation | sae State 
In Canada: Hughes Owens Company, Ltd., Montreal acacia bathers _ 
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this ink in such a way that the car- 
riage stops automatically in alignment 
for the filling in of blanks on the 
forms. This arrangement eliminates the 
need for using the conventional tabu- 
lating stops in filling in the forms. 

Olivetti Corp. of America, 580 Fifth 
Ave., New York 36. The Italian-made 
Olivetti line includes the Lexicon 8o list 
of standard and electric, and the Lettera 
22 and Studio 44 portable typewriters. 
A carbon ribbon attachment is available 
for electric machines. Electric models 
are available with 13%-, 18%-, and 
27¥4-in. carriages. Standard manual 
models are offered with these sizes, 
and, in addition, widths of 1134, 15, 
and 23% in. Twelve different type 
sizes and faces are obtainable on stand- 
ard machines, seven on the electric 


models, and three on the portables. 
Standard machines have type bar ac- 
tion with progressive acceleration, 
automatic decimal tabulator, jammed 
key release lever, and paragraph in- 
dentation device. Electric models fea- 
ture an on-off time switch which turns 
the motor off automatically if the ma- 
chine is left idle for a predetermined 
period (usually 60 seconds, but longer 
if desired); a lever for automatic re- 
petition of dots, dashes, underlining, 
or the letter “x”; an automatic re- 
peating backspacer, and decimal tabu- 
lation. Prices: for electric machines, 
from $395 to $440; for standard ma- 
chines, from $190 to $310; for porta- 
bles, from $88 to $115. All prices plus 
F.E.T. Carbon ribbon attachments for 
electric models are $30 additional, plus 


pir’ yh ¥ 


sa $$$ vor mew 


BuDGEX PARTITIONS 


Brand new, cost-cutting partitions— 
premium in every way except price. 
Feature acoustical spun glass sound- 
deadening core, new and simple locking 
device. Exclusive! you can saw off and 
cap a partition on the job to fit any 
requirement. Flush surfaces, handsome 
finishes. Yours at a new low price. Get 
details today. Write, wire or phone... 


ete L Pe 
SRL MIN 


2417 EASTERN AVE., S.E. GRAND RAPIDS, MICH. 
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F.E.T. A new Portable Typewriter 
Attache Case, for use with the Lettera 
22, is priced at approximately $25. 

Paillard Inc., 100 Sixth Ave., New| 
York 13. Paillard’s Swiss-made line of 
Hermes typewriters includes six stand- 
ard models and four portables. Some 
machines have electric carriage return. 
One carbon ribbon model is offered. 
Carriages are offered in widths to 24 
in. Twelve type sizes and faces are 
obtainable. Among the features offered 
(varying with the model) are auto- 
matic paper insertion on all carriages, 
decimal tabulation, half-spacing, key- 
board with four extra keys for special 
symbols and characters, a wide variety 
of foreign language keyboards and 
symbols, key-set tabulation, and auto- 
matic margins. A leatherette case is 
available for portable machines. Prices: 
for portables, from $69.50; for office 
typewriters, from $169.50. 

Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave., New 
York 10. Remington Rand’s extensive 
typewriter line includes standard, elec- 
tric, and noiseless models. Some ma- 
chines of the systems type are offered, 
as well as one model designed for use 
in recording data in punched paper 
tape form for input into integrated data 
processing systems. Two carbon ribbon 
machines are obtainable. Carriage 
widths offered range up to 32 in. As 
m*ny as 120 type styles and sizes are 
offered, and on some machines the 
type can be readily interchanged. A 
wide variety of special and foreign 
language keyboards may be had. 
Among the features available, depend- 
ing on the model, are keyboards with 
extra keys, repeating keys on electric 
machines, proportional spacing (on a 
new electric model), fractional back 
snacing, multiple letters (such as JAN, 
DIS, or LB), and positioning scales 
with “o” at the center. Equipment 
may be either purchased or rented. 


Robotyper Corp. SEE: Royal Type- 
writer Co., Div. of Royal McBee Corp. 

Royal Typewriter Co., Div. of | 
Royal McBee Corp., Westchester 
Ave., Port Chester, N. Y. The Royal 
line contains a wide variety of type 
writers, including standard, electric, 
and portable models. Twelve machines 
are classed as systems typewriters, of- 
fering such features as front feeding, 
Royaligner units for feeding contin- 
uous marginally punched forms, Se 
lectomagic-Royaligner units for feed- 
ing such forms and providing auto 
matic stop positions to facilitate lo 
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OTHER MODELS 
AVAILABLE FOR 
EVERY SIZE 
OPERATION 


reign 
had. 
pend- Now—with this remarkable new GBC without wasted space, without hidden 
ith system you can quickly, bind in profes- gutters. You can do all this at sur- 
baste sional style manuals, price lists, presen- prisingly low cost—in your own or- 
lectric tations—in fact, anything typewritten, ization with no skill or experience 
: gan 
‘on a duplicated or printed from 1 pageto500 _— required. 
back pages. You can bind one book or as ‘ 
= : many as you need—when youneedthem § The GBC system is used and approved 
JAN, way you want it—the —with any type of cover material—in _ by thousands of large and small organ- 
scales instant you need it. your choice of striking color plastic _izationsalike. Acomplete range of power 
ent bindings. You can create your own and manual operated models are avail- 
ar modern prestige-building plastic bound able to fit the requirement of every size 
ted. ; ¢ , ? books. Every page lies perfectly flat, | operation. 
Type- a. Y . . — -~ - . : -—- J 
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Printed in U 
v. of | 
‘hester General Binding Corporation 
Roval 1101 Skokie Highway 
oy Northbrook, III. 
type: } 
lectric, Gentlemen: Please rush me without obligation your 
: <i : Free Book, ““Manual of Modern Plastic and Loose Leaf 
a Tre aie i Binding”. | am interested in how plastic binding can 
rs, Ol- ° . ° : be beneficial to my business. a 
wim =6Mail Postage-Paid Air-Mail — # 
i - Name x ss 
contin- j F: 
mae =(Cord Today for Free Book ~ | 
. ; : i Organization 
- feed- : y 
arcs MANUAL OF MODERN PLASTIC Address ™ 
ate lo See : 
AND LOOSE LEAF BINDING” City State See ‘ 


pie ci j Offices in all principal cities in the U. S. A., Canada, Mexico and European Countries 
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FIND OUT NOW WHAT THIS 


new modern plastic , 
binding system |: 


Send for 


FREE 
BOOK 


This handsome, elaborate free 
book, ‘“‘Manual of Modern Plastic 
and Loose Leaf Binding” is waiting 
here for you. You, as well as every 
executive member of your staff, 
should read this idea stimulating 
report on plastic binding. It illus- 
trates the many advantages of a 
GBC Binding System in your Or- 


GENERAL BINDING CORPORATION 
1101 Skokie Highway 


ganization. It explains completely 
the 1001 applications that will save 
time and money and increase the 
efficiency of your business as well 
as add prestige and readership to 
all printed material. Send for your 
free copy today. The supply is 
limited! 


Northbrook, Ill. 


FIRST CLASS 
Permit No. 47 
(Sec. 34.9 P.L.&R.) 
Northbrook, III. 


Via Air Mail 


No postage stamp 


BUSINESS REPLY CARD 
y if mailed in the United States 


6¢c—Postage will be paid by— 


GENERAL BINDING CORPORATION 
~ 1101 Skokie Highway 
Northbrook, Ill. 


CAN bo FOR YOU! |: 


NEW MODEL 12-D . 


OR MODERN PLASTIC BINDING 


@ It’s Prestige Building © It’s Economical 


@ It’s Versatile @ It’s Distinctive 


IT’S LOOSE LEAF i 
and INTERCHANGEABLE 


Standard GBC punch pattern 
accommodates Wide-Back or 
Narrow-Back plastic binding as 
well as new GBC metal loose 
leaf binder. 


Use this Postage Pai 
AIR MAIL CARD 
Sap 208 Your ; 
FREE BOOK 
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cating lines and spaces to be filled in, 
and special provisions for handling 
pre-collated insurance policies. Manual 
machines are offered with carriages in 
widths from 11 to 33 in. Electric ma- 
chines are available with carriages of 
from 11 to 27 in. in width. Type is 
available in 150 faces, and in sizes 
from 2% to 20 pitch. All new models 
have the Twin-Pak ribbon feature, in 
which the ribbon is carried in two 
transparent plastic cases which are 
easily slipped into and out of place 
without requiring hands to touch the 
ribbon. Features available on electric 
machines include half backspacing, 
automatic underscoring, automatic hy- 
phen, automatic horizontal and back 
spacing, and line meter. Also offered 
is the Robotyper line of equipment 
for controlling typewriters auto- 
matically, using master letters or para- 
graphs in perforated roll form. Some 
machines permit selection of para- 
graphs from the master roll to create 
individualized letters. Some models 
are equipped to control “slave” ma- 
chines which repeat, selectively if de- 
sired, information typed on the first 
machine. One such machine may be 
used to type a letter, while the second 
simultaneously types the envelope 
when the name and address are typed 
on the letter itself. The first machine 
may itself be controlled by a per- 
forated master roll. Prices: for manual 
machines, $225 to $395; for electric 
models, $420 to $725. Robotyper equip- 
ment may be rented or purchased. 
Siemag Office Machines Corp., 391 
Fourth Ave., New York 16. While cur- 
rent information was not available at 
press time, this organization has dis- 
tributed in this country the extensive 
German-made Siemag line of office 
machines. The most recent listing of 
the typewriter line showed a number 
of manual machines, one of which 
had an electric carriage return, and 
several special models, such as ma- 
chines for one-handed typists, for blind 
operators (with Braille-like embossed 
indications at appropriate locations on 
the machine), systems machines with 
front feed and other facilities for book- 
keeping work, machines with keys for 
the typing of statistical bar graphs (a 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 104. 
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number of special designs being print- 
ed directly by the typewriter), and so 
on. Features available included ad- 
justable paper inserter, five different 
line spacings, interchangeable  car- 
riages, 46-key keyboard, decimal tabu- 
lation, vertical and horizontal half- 
spacing, and jammed key release. Five 
type sizes and 30 type faces were avail- 
able. Keyboards were offered for va- 
rious foreign languages, and for tech- 
nical and scientific work. 
Smith-Corona Inc., 701 E. Washing- 
ton St., Syracuse 1, N. Y. The Smith- 
Corona line consists of two standard, 


five portable, and three electric ma- 
chines. One of the portables is elec- 
tric, with a manual carriage return. 
Two carbon ribbon models are offered. 
Systems machines are also obtainable. 
Carriage widths available range from 
11 to 27 in. Approximately 55 type 
sizes and faces are offered. Keyboards 
for foreign languages and for technical 
and specialized typing can be had. 
Standard electric machines have half- 
space key, Page-Gage, signal light, 
completely electrified tabulation and 
tab key clearing. The electric portable, 
which weighs 18 lIbs., 6 oz., has such 


How to be popular with secretaries 


Office managers are discovering a new factor in personnel relations—air 
quality. Chilled or heated, stuffy, odorous air makes workers cranky and 
less efficient. Airkem, Inc., specializes in the treatment of air to make 
offices and other indoor areas more plgasant . . . even cigar smoke can be 
controlled to your secretary’s satisfaction. When Airkem neutralizes odors 
the air is given a refreshed quality effect, the personnel find working 
conditions more pleasant, and they become more efficient. 


Airkem treats the air to kill objectionable odors by a technique known 
as odor counteraction. Cigar and cigarette smoke odors, food odors, body 
odors and the accumulation of perfumes, machine and furniture odors are 


killed and the air left clean smelling. 


Airkem odor control will help you reduce turnover and improve ef- 


ficiency. Write for the Air- 
kem answer to improved 
personnel relations. 


AIRKEM, INC. 
241 East 44th Street, New York 17, N. Y. 


Please send me the Airkem answer to im- 


proved personnel relations. 


Name 


Title 


Company 


Address 


City Zone State __ 
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No messy, time-wasting refills, The Esterbrook A point for every job. Esterbrook offers 32 points 
Inkomat 444 is always ready to write . . . its spill-proof so that everyone at Carrier has the pen to suit his job. 
base holds a six-months’ supply of ink! Writes 500 Long-lasting Esterbrook points are precision-made for pe 
words at a dip. neat and easy writing. im 


Mal 
» 


No costly, time-wasting repairs. Carrier's Inkomat The Inkomat* 444 by 


444 sets stay in good condition. Damaged points are 


replaced immediately for only 60¢. Only Inkomat 444 ® 
is such an economical, trouble-free desk set! $4 5 0 


list pric 
Choose the right point for every writing job—from Esterbrook’s 32 poi ender 
J v7 
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) features as automatic repeat action of 
the hyphen and underline keys and 
the space bar. All keys can be mod- 


| ; asa ° 
| ified for automatic repeating if desired. 
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Tab stops are set and cleared by key 
action. This machine is priced at ap- 
proximately $200. Smith-Corona equip- 
ment may be either purchased or 
rented. 

Underwood Corp., 1 Park Ave., 
New York 16. Underwood offers a 
wide line of standard, electric, and 
portable machines. The — standard 
Touch-Master is offered with carriage 
widths of 11, 13, 15, 21, and 27 in. 
Type is available in 55 faces and six 
pitches, and more than 200 standard 
keyboards, including foreign, domestic, 
and special versions, are offered. Ver- 
tical and horizontal half-spacing are 
available. Prices: $212.50 to $337.50, 
plus tax. Golden Touch electric ma- 
chines are offered with 12-, 16-, 20-, 
and 26-inch carriages. Keyboards and 
type faces and sizes are offered in the 
same variety for electric as for standard 
machines. Electric machines have re- 
peat forward spacing, back spacing, 
and vertical line spacing. Margins are 
controlled from the keyboard. Prices: 
$420 to $520. Similar electric machines 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


COFFIELD 
EVERLASTING 


ORGANIZATION oN, 
CHART % 
fASY TO CHANGE 


Avpist, a typewriter and typing paper are all you 
seed to keep your chart up to date. It’s that simple! 


EEE Se 
ELECTRO-MOTIVE DIVISION 
_ GENERAL MOTORS CORPORATION 


oreamaron 


* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Ald 

* All Parts Are Movable and Re-usable 
* Solves Your Chart Problem Forever 


Write for Free Hlustrated Folder 
with Price Schedule No. OM-10. 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 
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are offered in carbon ribbon models. 
The Golden Touch line also includes 
three portables, with nine-inch writing 
line, at list prices from $76.50 to 
$124.95. Underwood also offers spe- 
cialized typewriter equipment, includ- 
ing Servotyper units which provide 
outputs from data processing systems, 
and the Dataflo line of integrated data 
processing equipment. 

Vari-Typer Corp., 720 Frelinghuysen 
Ave., Newark 5, N. ]. This company, 
which was formerly known as_ the 
Ralph C. Coxhead Corp., offers the 
Vari-Typer line of composing ma- 
chines. These may be considered as 
modified electric typewriters with jus- 
tifying facilities and interchangeable 
type. The type, instead of being 
mounted on the type bars character- 
istic of conventional typewriters, is 
carried on small curved plates. Each 
plate provides a complete font, includ- 
ing letters, numerals, and other sym- 
bols. A font is changed simply by 
lifting out one plate and inserting an- 
other. An extremely wide variety of 
type sizes and styles can be had. This 
factor, plus the capacity of the ma- 
chine to justify the margins, adapts 
_it for the preparation of material for 
reproduction by offset or other means. 
Among the numerous foreign lan- 
guage characters which can be printed 
are Oriental and other complicated 
symbols. 


“Batching”— 
(From page 37) 
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of each day’s activities will depend to 
a degree on good forecasting over 
a longer period of time. Thus peak 
loads must be anticipated so that 
the “floating workers” will be scheduled 
to carry the tasks associated with those 
loads when they arrive. And this in 
turn permits recruitment of addition- 
al temporary workers just at the time 
they are needed, elimination of those 
workers when they are no longer 
needed. 

Let’s take an example of how this 
plan might work. Let’s say we have 
a company doing a large volume of 
mail order business. Every few months 
during the year it sends out a new cata- 
log covering different parts of its line. 
Many of the items it supplies are 
seasonal in nature. 

Now such a company would have 
several different types of peak loads. 
Every Monday might be anticipated as 
a weekly peak load, since there would 


SUGGESTION 
BOX 


Dear Boss: 
Why not make our work 
easier by getting us 
SEA FOAM BOND for 
second sheets. We all 
tried it and like it. 
You know the problem 
we have in getting ALL 
THE COPIES you need 
with your —— 
. Sea Foam g 
| Us MORE LEGIBLE COPIES 
| than any other light- 
weight we've tried. 
| uldn't it be nice, 
| ya to be able to 
channel a different 
| eolored sheet to each 
| officer. Sure would 
| 


EED UP OUR DIS- 
TRIBUTION OF COPIES. 
Sea Foam LIES FLAT on 
the desk and stands 
up in the files—we 
could probably thin 
down our files by @ 
third or more. 
It's only a — 
ion—but we wou 
oscar nt SEA FOAM 
BOND for second sheets. 
The Girls 
P.S. You'll tind a SAVING with 
SEA FOAM, too. It comes a 
boxed so you eliminate waste, e: 
frayed sheets. a 


choose from 


Send for samples 
Write Dept. 0-10 


BROWNVILLE PAPER CO. 
BROWNVILLE, N. Y. 


(To page 76) 
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THE 1958 


OFFICE MANAGEMENT 


YEARBOOK | 


THE ONLY ANNUAL DIRECTORY, REVIEW AND 
GUIDE TO THE EVER-GROWING OFFICE MARKET 


OFFICE MANAGEMENT publishes a YEARBOOK as a separate bonus issue 
for its readers to give them the vast store of reference material to supplement the 
twelve monthly numbers of OFFICE MANAGEMENT with their current news 
and regular editorial features. The new 1958 issue of the YEARBOOK will bring 
into total focus the year’s fast-moving trends in every phase of office administration 
and new equipment: 


Operations Research @ Automation and Integrated Data Processing e Systems 
Design, Forms Revision and Simplification e New Developments in Office Layout 
and Furnishings e Directory of Manufacturers of Office Furniture and Furnishings 
e Tools of the Office—Survey of Machine Developments e Directory of Manu- 
facturers of Machines and Equipment e Personal Practices e¢ Catalogs, Booklets 
and Brochures e Office of the Year Awards e Review of Year’s Calendar and Events 


A WORD TO ADVERTISERS: 


The Office Management YEARBOOK offers 
the advertiser a medium for making a catalog 
presentation of his entire line—to have a “‘sales- 
man” constantly at the buyer’s elbow every day 
throughout the year. 


The combination of the 12 monthly issues of 
O.M. and the Office Management YEARBOOK 
is the economical, effective package for a full 
promotion job to the office market. Now while 
you are planning your schedules in OFFICE 
MANAGEMENT for the year ahead, be sure 
to include the O.M. YEARBOOK to round 
out your program. Send for complete data. 


OFFICE MANAGEMENT YEARBOOK 


Published by Office Management 
. A Geyer-McAllister Publication 
212 Fifth Avenue New York 10, N. Y. 


Boston Chicago San Francisco Los Angeles 


OFFICE MANAGEMENT 


Published as a bonus (13th) issue in March 


may = 7 = eda on |) ee Oa = ° 2 es = 
: ay 4 y 
es 
eer: 
oan ie 
Ariss a : 
i ae | 
be Coming... | 
aa 
ihe 
— ke: ; 
alate Office | _ | 
a management 
eager: ; 
E ee YEAR 
7 BOOK 
ae ISSUE 
Rae. ail. pee ey ew 
te it eT 
a } iM ee ee ee 
“a ren Cimiawasionan 6 are ees oor CANN UT LTR LR I 
Y (eee nema mee ee 
co *) Fm : ool 
ya Piacoa a 
Fee | 
ee 
mat eM 
he oer 
. san 
beige | 
be ee art 
: en . | 
~~ ay | 
7 
shies | 
ele 
Ae ay: | 
‘oly, 
i ) 
f 
| a | 
| 
I Z - — a < << 
Re Sy off te / > << 
m Ico # : 
F f mS : 8 mee - y) 
Se me Ae a 
A Pa 3 re a ™ is <3: i | 
i = an | 
ere ++: am 14 
3 eens 7 : 
oe Ly SSS 
27 . Ba 
¥ oll 
ees Res y/ 
a8 a ff 
as Ps. 
hee | 
or: | 
Oe 
ae es 
hae 
ee 
E ‘ 74 
is ; 
7 4 
J meat . 
ne Bs i > ie % \ ” t be a mon... a ae > | 7 p. a i ‘og 7 
By biemeer .¢ Bil ae fn ee oan ee I J SM : 
= we ee el Se 


ENT 


OCTOBER 1957 


Have YOU Ever Run A 


DUPLICATOR? 


Personally, I mean. That’s the best way to know the 
difference between duplicators, and the advantages of 
Old Town’s new Model 10 spirit duplicator. 


CLEAN 
You finish up a job with clean hands and clean clothes. 


SIMPLE 


Just two levers—Copy Lever and Paper Lever—do the work. 
“Tri-Functional” is the word for each. Copy Lever automa- 
tically controls pressure, moistening rollers and fluid feed. 
Paper Lever controls paper feed, master clamp and moisten- 


ing wick, No “guess”—no “mess”! 


REALLY "DELIVERS"! 


As Many As 5 Colors At Once! 

Produces hundreds of uniformly bright, sharp copies you 
want. All sizes, from postcard to legal. In attractive colors 
(black included) any combination up to five! 


Lovely To Look At 


Old Town new Model 10 is clean, colorful and sparkling— 
just invites you to use it! 


These are the reasons why office girls love to use Old Town’s 
automatic, simple, new Model 10 spirit duplicator. Write for 
details—including the very attractive price. 


OLD TOWN CORPORATION 


Established 1917 
750 Pacific Street Brooklyn 38, N. Y. 


World's Foremost Maker of Carbons, Ribbons, Duplicators 
and Duplicator Supplies 
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re AT 


Combines the best fea- 
tures of both wardrobe racks 
and lockers. Sanitary—keeps wraps 
aired, dry and “in Press.” Improves 
employee morale and reduces absen- 
teeism. Provides each person with: a 
dry 12” x 12” x 15” lock box for 
lunches and personal ef- 
fects, spaced coat hang- 
er and ventilated hat 
space. Also shelf for 
overshoes. 9-ft. unit ac- 
commodates 18; 6 ft. £ 
unit. 12. Sold by lead- 
ing office furniture deal- 
ers everywhere. 


Write for Catalog OL-61 


VOGEL-PETERSON CO. 


1121 West 37th Street © Chicago 9, U.S.A. 


be more mail and therefore more 
orders received on a Monday than on 
any other day. There would be other 
peak loads within a given time period 
after each new catalog had gone out. 
There would be additional peak loads 
in order processing when the seasons 
changed, and the various seasonal 
items offered by the company were 
subject to heavier demand. If in addi- 
tion to this, other types of promotion 
were used—newspaper or magazine 
advertisements, for instance—heavier 
than usual work loads might follow 
the appearance of the ad. 

Thus, this company, if it were using 
temporary workers on the plan we 
have suggested, would have several 
different situations to staff for. It might 
have a group of “regular” temporaries 
who work every Monday. It might 
have another pool of temporaries who 
work for a two or three week period 
every couple of months when the new 
catalog appears. It might also have a 
need for additional temporaries when- 
ever a special promotion is issued. 
But it could employ such temporaries 
effectively only by forecasting within 
quite accurate limits the time when it 
would need them, and by scheduling 
right down to a daily and hourly basis 


SORRY MAC, 
BUT... AH, 


a? @*«!! wuy 
' DION'T T ORDER 


SOME MORE! 


ITTY 


Mao 


[wnm wee “ow mast, J 


(avait 


anes! 


and then he bought an FRSQN4 visisce | 


JOE, HAVE 
YOU GOT ANY 
4144's 


YEP! HOW MANY 

DO YOU NEEDF 

Ha NUL SEND... ETc, 
Cc! 


INVENTORY CONTROL SYSTEM 


Know what you have, where it is and when you will need 
more! Regardless of the size of your business, inventory 
control enables you to get faster, more depenable results 
with substantial savings in work, time and money. 

iin neh i nan ab tanita an ic nin i eh nn an et tn esi 
ACME VISIBLE RECORDS INC., Crozet, Virginia 
(© Send us more information on Inventory Control System. 

OD We are interested in Acme Visible equipment for. 


records. 


- Y-1057 
Ask the man from Acme c une a 
to show you examples = 
Addr 
City Zone. State 


the work those temporaries would be 
doing when they came to the com- 
pany. Otherwise chaos would be cre- 
ated. 

So far, so good, many offices would 
agree. A fine idea, provided you could 
get temporary workers who could 
carry out complicated procedures. But 
no one can afford to take the time and 
trouble to train people who only work 
for the company part time, in a dozen 
different company procedures. 

That would be a perfectly valid ob- 
jection to the plan, if three concepts 
were not basic to it—the batching prin- 
ciple, strict separation of simple tasks 
from complex tasks, with all simple 
tasks being performed by one work 
group (in this case the temporaries), 
and all complex tasks by specialists, 
and absolute standardization of the 
way in which the simple tasks are 
performed. Those three principles ob- 
served, temporary workers with prac- 
tically no training can perform the 
great majority of the office’s work. 
Regular workers who of course need 
both training and a certain amount of 
initiative, concentrate completely on 
the tasks requiring those qualities, but 
complex tasks are a very small pro- 
portion of the office’s work. 

Let’s see how the plan would work 
in our hypothetical mail. order house, 
on a typical Monday. Let’s say that our 
company has twenty temporary work- 
ers who appear on the scene every 
Monday. When they report for work, 
their first task is to open all the mail 
received in the first delivery. That is 
it. All twenty concentrate on this one 
action until all the mail has been 
opened. That task completed, they sort 
the mail according to whether or not 
it is something that will be processed 
through the “simple” pipeline or 
whether it will require special han- 
dling. Ninety per cent of the mail may 
prove to be orders; four per cent com- 
plaints, six per cent miscellaneous. The 
ninety per cent that are orders are 
held, the ten per cent under all other 
categories are turned over to the group 
supervisors for assignment to regular 
workers in the correct departments. 

Now all mail has been opened, and 
the first separation of simple from 
complex work has been accomplished. 
Immediately our twenty workers begin 
processing the orders. Of all the orders 
a certain percentage have come in with 
cash or money order, a certain number 
are C.O.D. All twenty workers to- 
gether first work on recording the 
check and money orders. They 


OFFICE MANAGEMENT 
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iat is American Hardware Mutual Insurance Company, Mi , Minne- 
s one sota. Ceiling installation is of Acousti-Celotex Celotone* Incombustible 


been Fissured Mineral Fiber Tile. Architects: Thorshov & Cerny, Inc. 
Acousti-Celotex Contractor: Insulation Sales Company. 


y sort 
r not 
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” Efficiency Goes Up 
han- e 
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To the office troubled with problems of absenteeism, noises of office equipment, phones, traffic. The result- 
turnover, errors . .. Acousti-Celotex Sound Condition- —_ ing quiet comfort aids in improving personnel efficiency, 
ing brings a welcome solution. A sound-absorbing ceil- morale, and productivity. Mail Coupon Today for a 
gular ing of Acousti-Celotex Tile effectively arrests routine free analysis of your noise problem, plus free booklet. 


nts. *REG. U.S. PAT. OFF. 


and 
pm eee MAIL NOW! @ eee 


ished. coke —— CU San Tee “Tas ge ‘i The Celotex Corporation, Dept. O-!07 


: 120 South La Salle Street, Chicago 3, Illinois 
begin 


oe Without cost or obligation, please send me the Acousti- 
ders : pe USTI * r ELOTEX 3 Celotex Sound Conditioning Survey Chart, and your new 
with ee booklet, “Sound Conditioning for Office Workers.” 
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“Simple” tasks can be done by anyone who can read, write, and has the use of both hands... 


put aside any checks or money orders 
for an incorrect amount, to be han- 
dled in a “complex” pipeline, and 
move the great bulk of the orders 
through. Again, the principle of batch- 
ing and concentrating on one task at 
a time would be used. All orders that 
have a payment enclosed and are made 
on a standard order form (letters not 
including a standard order form would 
have been set aside for “complex” pro- 
cessing) would be sorted into groups 
according to the way the company 
classified its product lines. After the 
sorting was accomplished the basic 
workers would then all be put to work 
checking to insure that amount of 
payment was correct. Here, again, 
payments that exceeded or were less 
than the correct price would be put 
aside for special handling by more 
experienced workers. After all simple 
orders enclosing the correct payment 
had been checked, the payments would 
all be recorded, and a notation made 
on the order that it had been paid in 
full. Then, still sorted according to 
the alpha or numeric system the com- 
pany used to describe its products, the 
order blanks, with notation made that 
payment was complete, would be sent 
on to the warehouse for fulfillment. 
The “floating” workers would then 
move on to handling the C.O.D. or- 
ders, going through the same type of 
sequence: all doing the first step in 
the process as a group until every 
item had been subjected to it; then all 
performing the second step, and so on. 
At the end of the day, all the tem- 
porary workers might stop working 
on order processing altogether, and 
concentrate on filing for the last hour. 
This represents another of the basic 
principles of this plan that cannot be 
stressed too strongly. The plan breaks 
down all the office’s work into simple 
and complex tasks, and divides all 
office workers into two groups: work- 
ers who perform simple tasks; workers 
who are reserved for specialized tasks. 
Only in this latter group are there 
specialists. In the former group all 
workers perform all simple tasks, no 
matter what department of the office 
those tasks would usually be assigned 
to. The single exception might be 
routine copying work, where obviously 
only typists would be of much value. 
But with this one exception, the 
great majority of the office’s work can 
be done by anyone who can read and 
write and has the use of both hands. 
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And, by strict segregation of the work, 
and doing it all in simple mechanical 
sequences of operations, the same 
group of basic workers can perform 
an immense variety of tasks, provided 
they are told exactly how to do each 
simple operation in turn and provided 
they have adequate supervision. 


Lengthy training eliminated 


This is the secret of doing away 
with lengthy training of the basic 
workers. The workers are told before 
beginning each batch of work in the 
day’s cycle exactly what they are to 
do, and precisely how they are to do 
it. The last point is extremely im- 
portant. In achieving the best work 
rhythm and the most efficient produc- 
tion, even in very simple tasks, there’s 
one best way to do the job always— 
one best way in terms of economy of 
motion and speed. That way is some- 
thing for an expert to devise and to 
describe. But once the expert has done 
this, it’s up to the supervisor to see 
that the “floating” workers follow the 
procedure exactly as it’s been laid out. 
Because the task itself is simple and 
repetitive, and because it’s the only 
task being done at a given time, it is 
possible, in other words, to apply some 
of the scientific engineering measures 
that have been used for years to pre- 
scribe factory work patterns, without 
running into the old roadblock to their 
importation into the office: the argu- 
ment they were impracticable because 
an office worker does so many varying 
jobs in haphazard sequence. In our 
“batching” principle a group of work- 
ers is doing one job and one job only 
over 2 fairly substantial period of time; 
it makes all the difference in the world 
in their production if they do that job 
in the most economic and efficient way 
possible. 

And because the job is simple, any- 
one intelligent enough to hold down 
an office job at all, can learn exactly 
what she is to do after the supervisor 
has told her once. If your sole task is 
to compare a check for an item listed 
as 34A on an order blank with a book 
giving the correct price of Item 34A, 
and see whether the check is for the 
right amount or not, you can do the 
job with no training whatever. If three 
hours later, your sole task is to file 
according to simple numerical or al- 
phabetical sequence, again you can do 
the jab with no training time. 

All the worker needs is the knowl- 


edge of what job is to be done, and 
simple, concise directions as to exactly 
how she is to do the job, how she will 


handle the various papers she must fj 


compre, where she will place each 
paper she has checked. 

Thus, this new system of doing 
work depends for effectiveness on two 


more factors beyond precise forecast- [7% 


ing for periodic shifts in work loads, 


and exact scheduling for the sequence fe 
of work to be done during each part . 


of the day. It also requires analysis of 
the ccmponent motions and actions of 
each simple task, followed by creation 
of the best possible pattern for ac- 
complishing that simple job. It de- 
mands, too, good supervisors, who can 
make the directions clear to employees 
quickly, and see to it that employees 
follow them faithfully. 

When this is done, the actual me- 


chanical rhythm of the work, the repe- }—— 


tition of the same set of motions, will 
increase workers’ production in addi- 
tion to the gain in production achieved 


production rises. Moreover, since they 
work as a group, in which each mem- 


by doing things in the minimum num- 
ber of motions. As workers get “into 
the swing” of the work, their rate of 


ber performs a common task simul- 
taneously, psychological factors also } 
operate to increase individual produc- 
tion. | 
Here again the batching principle 

is seen as paramount. As a worker | 
settles into the rhythm of work at one | 
given task, his rate of production will 

rise. But it takes a little time for him | 
to settle into that rhythm. If he works 
as the average clerical worker does, 
with a whole sequence of tasks in 
random order, he never develops a 
high mechanical output at all. But 
even working at a simple task, re- 
peated over and over again, he will 
perform more efficiently during the 
second half-hour at the work than he 
did during the first half-hour. There- 
fore the longer a period—within limits 
—that can be spent at one task before 
moving onto the next, the better. The 
minimum period in which any high 
rhythmic speed can be built up at all 
would be about one hour, and the 
top period at which workers can be 
kept at one task before the monotony 
of it begins to weary them would be 
about four hours. By batching, work- 
ers can be kept at their most efficient 
production during the entire working 
day, therefore, since they can devote 
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what I turn out in one hour 


with the new A. B. Dick offset duplicator" 
Two thousand new product pages, complete with photographic 
illustrations. Six months’ supply of personnel forms. Enough 
new price lists for the next quarter. A special billing department 
form letter. And a whole year’s inventory of medical forms. 
Thousands of copies in all . . . and all in just one hour with the 
new A.B. Dick Model 350 offset duplicator. Never has offset 
duplicating been so fast, so versatile, so easy! 

For more information simply mail the coupon below. Or better 
still, visit your nearby A.B. Dick Company distributor. He’s 
listed under Duplicating Machines in the classified section of 
your phone book. 


=) A-B-DICK 
E “>= DUPLICATING PRODUCTS 


Be Oe eo 
Citas es 


The A. B. Dick offset 
duplicator, Model 350, 
replaces guesswork with 
exclusive Aquamatic con- 
trol. Assures maintained 
balance of ink and water 
essential for steady pro- 
duction of top quality 
copies . . . automatically. 


een ay ere a ee ee ee 


A.B. DICK Company OM-107 


5700 West Touhy Avenue, Chicago 31, Illinois 


Please send more information about the new offset duplicator 
that means more copies . . . more kinds of copies . . . in less 
time! 
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TIFFANY STANDS 


will stop the 
wus 


IN YOUR 
OFFICE 


Solid, steel con- 

struction provides firm 
foundation for office machines. 
Safe, noise-free, they keep oper- 
ators from getting the ‘“‘shakes”’ 
too. Smooth framework pre- 
vents scratches, snagged hose. 


With 1 drop 
leaf—Model 
5000. 


Also, 35'2"" high 
for stand-up work 


MODEL 5002 


Heavy metal castings form solid base and cover 
retractable casters. 4-cup open top locks machine 
in place, reduces noise and vibration. 2 sturdy 
drop leaves. 


Often Imitated ...Never Duplicated 


Sold through better dealers. 
For further information, write Dept. OM. 


TIFFANY STAND CO. 


7350 FORSYTH ST. LOUIS 5, MO. 


enough time to each task to develop 
high speed, and yet are assigned an 
entirely different task requiring differ- 
ent motions or actions before they be- 
gin to become bored or tired. 

Moreover, it has been found that 
quality of work and accuracy increase 
as production speed increases. The 
rhythmic effect of one simple sequence 
of actions performed over and over 
again at high speed actually improves 
the results of that work. 

Now what are the advantages of 
such a system? Some are obvious. 
Some are less obvious, but perhaps 
even more important. 

First, of course, by making it pos- 
sible to make much greater use of 
temporary workers, it alleviates to 
some degree the chronic personnel 
shortage that plagues us now. It does 
more than that, even in this area. It 
allows us to compensate for the 
chronic personnel shortage—but do it 
very economically. Temporary work- 
ers can do all the simple tasks of our 
office, but since they are temporary, 
we're not paying them except for the 
time when we actually need them. 
We are not investing large sums in 
training them. We are not giving them 
fringe benefits, or any of the other 
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“,..darned thing ruined my make-up, too! 
Let’s put the boss wise to Dixie Cups.” 


WOT Zan 
\ Z 


\p UY = _——/ ri —— 


“Little things”, like Dixie Cups at the water cooler, go a long way in 


building morale. Famous Dixie Cups cost no more than ordinary 
brands. And even your employees know that... 


not all paper cups are DIXIEe CUPS... just the best ones! 


80 For More Information From Advertisers Use 


Readers’ Inquiry Coupon on Page 104 


extras that make up so large a part 
of personnel expense for permanent 
workers. And, actually, by breaking 
down our work in the manner de- 
scribed we are getting higher produc- 


tion from a given number of workers, | 


permanent and temporary, than we do 
with the same total number of perm- 
anent workers doing a variety of tasks 
in the conventional way, since pro- 
duction rises so sharply with continued 
repetition by “the floating group” of 
one simple assignment at a time. 

As a matter of fact, we can even 
cut down on the number of perm- 
anent workers, since with such a sys- 
tem we need permanent workers 
mainly for the specialized, complex 
tasks that require a thorough knowl- 
edge of company and policies. 

So the system offers us an answer 
to the personnel shortage problem, 
greater production, and very possibly 
many economies in our personnel costs. 
What else? 

Well actually, it will give us greater 
production from our permanent work- 
ers too. The system will not work 
unless scheduling of each day’s work 
for the temporary workers is precise. 
Each task they do is related in some 
way to work being done by perm- 
anent workers in one or the other de- 
partments of the company. Therefore 
if scheduling is to hold up at all, 
permanent workers, at their specialized 
tasks, must coordinate their work with 
that of the temporaries. Such schedul- 
ing will tend to increase production 
of the permanent workers, too, for 
they have definite deadlines to meet 
for every batch of work now. 

And, last of all, since our temporary 
workers are doing all the simple tasks, 
but only simple tasks, we can pay 
them, on the hourly basis we use for 
other than full-time workers, consider- 
ably less than we have to pay for work- 
ers who have been with the company 
for a number of years, and who can 
carry fairly complex responsibilities. 
Naturally, this implies the second 
group will be paid more than they 
would in the conventional office 
where they carry both types of tasks. 

And still we haven’t exhausted all 
the advantages of this new concept of 
doing clerical work. Since we have one 
group doing all simple clerical work 
for every department of the company, 
we ayoid peak load crises not just in 
one or two areas, but in every area. 
For the same basic group of workers 
can assume the great bulk of clerical 
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Single-handed, with an Electronic Pen, you can wipe out costly, 


complicated, cumbersome business systems and procedures. 


ELECTRONIC LONGHAND delivers handwritten messages, accurately, in 
one-millionth of a second...to one or many places, in your building or 


miles away. Work smarter, not harder ...use TelAutograph’s 


Telescriber System of ELECTRONIC LONGHAND. 
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There are several reasons why the new Olivetti Tetractys is the most 
advanced of all desk calculators: It combines calculations without inter- 
mediate figure re-entry. It processes business figurework at high speeds 
formerly associated only with non-printing calculators, and completes 
all calculations by printing results on tape. It has an automatic constant 
and a memory. It has two registers for automatic accumulation. It has 
a single, simple 10-key keyboard. Olivetti Corporation of America, 


580 Fifth Avenue, New York 36, New York. 
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“We took advantage of 
DITTO systems ‘kNow-How’ 
and saved 10,000 per year’’ 


Robert 


si. are 


Bell & Howell Internal Auditor, Robert Black, 
Order-Billing Manager, Herman Hack, and Pro- 
cedures Supervisor, James Moore, discuss 
DITTO One-Writing Order-Billing System with 
William Cadwell, DITTO Branch Manager. 
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“Faced with the problem of completely overhauling our Order-Billing 
paper work, we called in a DITTO Systems Specialist. With him we 
worked out a DITTO One-Writing System that has facilitated mer- 
chandise shipment and delivery, streamlined the handling of back 
orders, gave us new accuracy in customer billing, increased customer 
goodwill. Actual savings aggregate $10,000 a year.” 


THREE DITTO SYSTEMS SERVICES—Plus One Thing More 


Every DITTO One-Writing System embodies all elements essential to 
paper work efficiency; 


1. Duplicating equipment specially designed for systems use; 
2.A customized forms printing service; 


Bell & Howell DITTO 
One-Writing Forms 


3. Duplicating papers and supplies chemically and physically coordi- 
nated to give best results... 


@) plus one thing more... DITTO SYSTEMS KNOW-HOW 


You, too, can profit from the experience and “KNOW-HOW” of DITTO 
Systems Specialists and enjoy the full benefits of DITTO One-Writing. 
For full information, simply call your local DITTO representative listed 
under “Duplicating Machines” in your classified directory. 


DITTO, Inc., 6808 McCormick Road, Chicago 45, Illinois 
Ditto of Canada Ltd., Toronto, Ontario 
Ditto (Britain) Ltd., 126/128 New Kings Rd., Fulham, London, S. W. 6, England 
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bonded by Parsons! 


Crisp, clean, strong cotton fibers 
in your letterhead paper, bond 
your words in prestige and per- 
manence. Your secretary knows— 
typing is neater, corrections are 
easier, folding is smoother. Your 
customers know—the quality and 
permanent dignity of your letter- 
head emphasizes the sincerity 
of your letter. For just these 
reasons, Parsons King Cotton 
Papers have been preferred for 
business correspondence for over 
100 years. Perhaps 
your letters, too, 
would be more im- 
pressive on Parsons 
Cotton Fiber Papers. 


APERS 


Biron 
oe 


WRITE ON YOUR BUSINESS LET- 
TERHEAD FOR THE NEW PORT- 
FOLIO OF LETTERHEAD DE- 
SIGNS, NO. 3G, PARSONS PAPER 
CO., HOLYOKE, MASS. © PPCO 
1957 
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(From page 80) 

tasks at every point in the peak load 
cycle as the work passes through every 
department. Again to take sales order 
processing, an inrush of orders over 
normal represents a peak load for a 
whole variety of departments in se- 
quence in the average company. Ac- 
counting does not feel the push as 
early as order processing, perhaps, but 
the same work load that keeps 
Department A overtime in the average 
company on Monday may keep De- 
partment B overtime on Tuesday or 
Wednesday. But in the new system 
our floating workers take the brunt 
in every instance since they can carry 
the great bulk of Department A’s 
work today, of Department B’s work 
tomorrow. 

Will it work? It is working. Can 
supervisors be trained to describe such 
a great variety of tasks, and to guide 
workers in performing them efficiently? 
We have found that the average good 
quality “group leader” (who is of 
course always a member of the perm- 
anent staff) can easily learn to per- 
form as many as seventy different sim- 
ple clerical tasks, and can train her 
group of workers to do each in the 
approved manner. 

Supervisors of course are vital in 
the program, since it is they who can 
make it or break it at the actual work- 
ing level. The supervisor in this system 
is not supposed to perform any of the 
work her group is doing herself; she 
acts more as a teacher in a school- 
room, who assigns various tasks, ex- 
plains what is to be done, and then 
sees that the group does what she has 
told them to do in the way she has 
told them to do it. That is the super- 
visors prime responsibility. 

Her responsibility, however, is mot 
scheduling. That belongs to manage- 
ment, and must be performed by man- 
agement. Moreover scheduling each 
day’s work does not mean that man- 
agement tells its supervisors that their 
workers will do such and such a task 
first the following day, then go on 
to the next task, and so on. It must 
be much more precise than that. Man- 
agement must tell its supervisors that 
from nine to eleven-thirty the next 
day, all workers will do Task One; 
that at eleven-thirty every item will 
have passed through the Task One 
phase of processing; and that Task 
Two will begin, and so on. Otherwise 
again, under the batching principle, 
chaos is all too apt to result. The 
schedule of course can be changed, 


if the actual number of items to be 
processed varies considerably from that 
anticipated, but again such changes 
are a function of management, not 
the supervisors. 

This brings up the question of 
course as to how management is to 
tell on a Monday that a given job 
should be accomplished by a given 
number of workers between nine-thirty 
and eleven o'clock on Tuesday morn- 
ing. Management will have to estimate 
according to its best judgment the 
number of items to be processed on 
Tuesday morning, and of course, may 
have to revise its estimates on Tuesday 
when it actually learns the precise 
figures. But management in order to 
make such a precise schedule must 
also know how fast the workers in its 
floating group can work on Tuesday 
morning. This implies another abso- 
lute requirement of this system: The 
use of standards for the clerical “float- 
ing group.” Management must know 
quite precisely how many items it can 
expect each worker in the group to 
process per hour when she is doing 
any given task before it can make 
realistic schedules, or, for that matter, 
even forecast how many temporary 
workers it will need at any given time. 


ADDRESSING 


STATISTICAL AUDIT 


AUTOMATIC IN-FILING 
AND OUT-FILING 


USE PUNCH CARDS 
FOR ADDRESS-MASTERS 


e Cut Costs in HALF ! 
e DOUBLE flexibility ! 


Scriptomatic uses CARD masters (IBM, 
Remington-Rand, Samas, or ledger or 
index) to address directly to tape. 
wrappers, envelopes, booklets, on one 
machine. There’s no limit to the versa- 
tility of punched card Scriptomatic 
masters for automatic in-filing, extrac- 
tion and electronic sensing, for match- 
ing, sorting, etc. 


Write for File “Scriptomatic Methods” 


SCRIPTOMATIC, Inc. 
316 North Ith Street, Phila. 7, Pa. 
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Appearance 


Whether you're typing business letters on land, sea or even 
in the air (yes, Virginia, there are flying carpets), the impres- 
sion they create has to be the right one. That's why discern- 
ing secretaries everywhere depend upon Columbia Ribbons 
and Carbons to give that special note of correctness to their 
office correspondence. Columbia Ribbon and Carbon Man- 
ufacturing Co., Inc., Glen Cove, N. Y. 
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Drawer model 
for 40 keys 


KEY-DRAW 


Fits desk drawers or file cabinets 


Like other Ke-master cabinets, the Key- 
drawer is constructed of welded steel 
for maximum protection. It is available 
in three sizes (with capacities of 40, 80 
or 120 keys) and crackle-finish colors 
(gray, light green and tan). Handles 
are available for portability. 

Other Ke-master systems are designed 
for capacities ranging from 10 keys to 
more than 800. 


Ke-master Key Control 

provides these advantages: 
e A tag to identify each key @ A sturdy 
spiral wire that aligns key tags neatly 
and compactly @ An index for listing 
vital lock and key information @ A unit 
best suited to your needs — a Key Rack, 
Key Board, Key Drawer or Key Cab- 
inet. @ A locked Key Cabinet for maxi- 
mum security 


At your local stationers 


oro can tell whether each worker measures | ; 7099 & 7099B gray, all- 
| i. dict. % tes ; utility EraserStik for pencil, 
Cabinet model for 240 keys =| 7; oP oe _ “5 oe | ink or typewriting. 
| made the very first time the worker ii fg 7066 & 7066B for those 
CUSHMAN | does the job, and every time he does a who prefer a soft, red type- 
| it thereafter. ti S writer eraser, 
4 DENISON | By the same token, the supervisor | Let EvaserStik help you 
| ee i become the highest-paid 
MANUFACTURING COMPANY | guiding a group of workers not work- | Secretary in your office. 
625 EIGHTH AVENUE, NEW YORK 18, N.Y. | ing steadily for the company does not — in wen wees 
Please forward detailed information on | get to know their quality standards as n brush 20¢ brush 10¢ 
a tooay pe Seat aoe of the Ke- | = she would just through familiarity 
mina | with a permanent group under her . a 
tsi | | direction. Work quality for a tem- A.W. FABER CASTELL 
pa ' porarv worker has to be determined PENCIL CO., INC. NEWARK 3, N. J. 
nese ‘iia fast. This in turn requires some type 
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The way in which the work stand- 
ards zre arrived at will vary from 
company to company, and will even 
vary between particular simple tasks. 
But it must be noted that standards 
for each operation are essential, and 
that once established, they must be 
adhered to by the work group. Other- 
wise the entire schedule will become 
snarled, and the coordination that is 
essential for work batching will not 
be possible. 


Dangers for the uninitiated 


This is only one of the dangers in- 
herent in this system if it is loosely or 
incorrectly applied. It can work in any 
office, no matter what that office’s par- 
ticular responsibility or primary as- 
signment may be, if the general prin- 
ciples are used as a guide to a tailor- 
made plan for that office alone. But 
the custom design is a must. The plan 
cannot be applied by anyone unless 
he is equipped to deal with all the 
ramifications inherent in such a switch 
from traditional ways for doing work. 

For example, stress has been placed 
on how important work standards are 
for realistic scheduling, which, in turn, 
is essential to the success of the whole 
plan. But with temporary workers 
there must be a much faster analysis 
ef individual workers’ performances 
to see if they meet the standard that 
is necessary for permanent workers. 
If you have workers who only come 
to you on the third Monday of every 
month, you’ve got to learn the first 
time they work whether they can 
measure up to the standards you've 
set for your group. You can’t check 
their performance at the end of a 
week, as you might with an ordinary 
employee. Moreover, since they'll be 
doing a variety of tasks on every third 
Monday when they appear, you'll have 
to check their performance on each 
of those tasks. That means that some 
kind of item count must be kept for 
each worker, so that the supervisor 


of sampling analysis of the items pro- 
czsed by the worker, which is another 
reason the professional touch is re- 
quired in setting up the new pattern. 

For the same reason—the fact that 
you have to determine the quality of 
a temporary worker much faster than 
you have to determine the quality of 
a permanent worker—personnel para- 
doxically will have to select temporary 
workers by much more rigid methods, 
if Isss time-consuming ones, than it 
would necessarily use with a perm- 
anent worker. Here tests can be in- 
valuable. A battery of good clerical 
aptitude tests can be given in about 
twenty minutes’ time, and they are 
quite reliable as an indication of the 
accuracy and speed of the candidate 
in carrying out simple clerical tasks— 


— She uses 
ERASERSTK 


She’s the apple 
of the boss’s eye 


Never underestimate the 
importance of a good secre- 
tary. When she takes a 
few days off, the Boss acts 
as though he were adrift 
in the Atlantic. 

Almost invariably you will 
find that the competent girl 
depends on EraserStik to 
turn out clean, neat work— 
because it erases without a 
trace. 
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The amazing Simpla-Key . . . makes 
Victor’s Automatic Printing Calculator as 
simple to operate as an adding machine! 


Find Your 
Neorest Dealer 
in The 


Before you buy any calculator, or adding ma- 
chine, see this Victor. You merely flick the Simpla- 


| Yellow Pages 


Key, put the figures in as you would write them 
... the rest is automatic! There is no other such 
combination of speed, ease and simplicity in the 
calculator field. And you can buy this Victor 
Automatic Calculator for less than $6.50 per week. 
Your nearest dealer is listed in the Yellow Pages— 
under Victor in the adding machine section. 

Victor Adding Machine Co., Chicago 18, Ill., Victor-McCaskey Ltd., 


Galt, Ontario. Manufacturers of Business Machines, Cash Registers, 
Business and Industrial Systems, Electronic Equipment, Electri-Cars. 
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Victor Adding Machine Co., Dept. OM-1057 
Chicago 18, Illinois 


Send me complete brochure describing the Simpla- 
Key and other important features of the Victor 
Automatic Printing Calculator. 


Name 


Nt aeatilcctiaciicicsatlagimesc _ 


Address. 
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OM’S editorial service sparks 
dramatic circulation growth: 


27,000 
NET PAID 


With the Sept., 1957 issue 


*Subject to ABC Audit 26,000 27,000 
20,332 7000 se 
14,053 | i 


ci é ; 
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OFFICE MANAGEMENT maintains its 
pace as the fastest growing publication for 
Management Executives with the largest 
ABC paid circulation by far, in the big office 
market . . . through sheer editorial value! 


For instance, it has long ago seized the 
initiative and is the spearhead for Automa- 
sion in the office; is always first with the 
practical “know-how” on office systems, 
personnel, office layout, product news, Tools 
of the Office. It sponsors the ‘Office of the 
Year” Awards. 


A WORD TO ADVERTISERS 


During the past three years—1953 through 
1956, OFFICE MANAGEMENT has 
steadily grown in annual advertising dollar 
volume (151%) and in number of adver- 
tisers (57% ). This is an indication of OM's 
ability to deliver top dollar-for-dollar selling 
and promotional value. Practically every 
important “‘name”’’ product can now be 
found in OM’s advertising pages. 


In preparing your O.M. schedule, be sure 
to include the Office Management YEAR- 
BOOK for your catalog and reference 
sheets. It's a separate 13th issue, standard 
size—the only annual review and directory 
of the office market. 


OFFICE 
MANAGEMENT 


The Magazine for 
M t E tives 


212 Fifth Avenue 
New York 10, N. Y. 


Geyer-McAllister Publications 
Publishers since 1877 
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precisely the sort of tasks the tem- 
porary workers are assigned. 

None of these things is too impos- 
sible or difficult to do, but each of them 
must be considered and covered in 
changing over the office work pattern 
to this new system. 


Classifying “temporaries” 


Stress has been laid in this article 
on the use of temporary workers, be- 
cause such use can be of real value 
to an office in these days of personnel 
shortage, and because temporary work- 
ers are, surprisingly, available in fairly 
large numbers in most parts of the 
country. Obviously, a company can- 
not accept a mass of workers, each of 
whom has individual requirements for 
hours, but we have found that by 
grouping workers into three major 
“available-time” classifications we have 
been able to get more than enough 
temporary personnel for any company 
in which we've installed this system. 

We usually group temporaries in 
these categories: 

People who will work a full-day 
on any given day—every Thursday, 
say—each week. 

People who will work for a given 
time period, say nine to three, on any 
day of the week. 

People who will accept a full day’s 
work on any day they’re required. 

And we don’t have to_ specify 
typists, or bookkeepers, or filing clerks, 
or billing clerl:s. We can accept any- 


one who can pass the battery of clerical 
aptitude tests, and who can meet the 
quality and quantity standards of the 
work group. 

Bu: actually, though so much em- 
phasis has been placed on the adapta- 
bility of this system to employment of 
temporary workers, its principles could 
be applied effectively to the permanent 
staff, too. By dividing permanent 
workers into two groups, one of which 
carried all simple clerical tasks while 
the other, organized along traditional 
departmental areas, performed more 
demanding and specialized tasks, we 
could free our best workers to con- 
centrate on the type of work which 
only they can handle, and could ac- 
cept considerably lower quality work- 
ers than we now can for the great 
majority of our work force. In the 
process, we could get the benefit of 
improved production from our divi- 
sion of all workers into the two basic 
groups. 

This plan, unorthodox as it may 
seem at first, is working in the com- 
panies where it has been installed. 
And although, as has been pointed 
out, it must be designed and installed 
by experts, it runs itself once it has 
been set in motion. Moreover, it is a 
much less complicated—and less ex- 
pensive—process than overall systems 
design, because actually here the only 
major redesign is of simple operations 
—we must devise the most efficient 
way to do each of a great variety of 


FOR All NOISY 
OFFICE MACHINES 


Acoustinet . . . a quiet room within a room 


Acoustinets provide quiet comfort for everyone where machines operate 
. . . and they use only 2" more depth—4" more width. They ABSORB 
harsh metallic pitch . . . resulting in a pleasant new soft sound. And the 
provide uniform indirect lighting over the entire work area. You will 
enjoy better working conditions afforded by Acoustinet. 


© 1957 
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434 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 
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_— Results guaranteed—Or You Do Not Pay! 
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To pull all John Smith & Co. papers, the 
file clerk must find the John Smith & Co. 
folders in five separate file drawers. 


Before filing, five basic sorts are needed. 


Oxford Pendaflex Integrated Name 
Filing puts all John Smith & Co. papers 
in one place, in one drawer, in one or 
more Oxford Pendaflex hanging folders, 
and properly segregated therein in sets 
of manila “interior” folders, ready for 
instant selection. 


Only one basic sort is needed before 
filing. Finding becomes five times faster. 


INF costs less to install, costs less to 
operate, and takes up less room in the 
files. 


For more information about INF, mail 
the coupon. 


ed 


mete 


FIRST NAME IN FILING 


Oxford Filing Supply Co., Inc. 
22 Clinton Road, Garden City, N.Y. 


Send details of Integrated Name Filing to: 


ADDRESS 
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This Christmas, give the 


Practical Gift 


of priceless protection 


Personal valuables in the home deserve 
the same dependable certified protection from fire 
that important papers receive in the office. 
You can be the one to give this most welcome gift of certified protection 
; this Christmas and be certain it will be used and sincerely appreciated for many, 
a: many years to come by those who receive it. 
Surprisingly inexpensive, the insulated TREASURE CHEST is available in three 
attractive colors, Heather Beige, Surf Green or Green Bronze with paracentric 
fe type key or combination lock. Each of the five models is certified to protect 
ee its contents from fire for a period of one hour in intense heat reaching 1700 degrees. 
oe 3 Ask your local Victor dealer to show you the many convenient 
features of this practical gift with the personal touch. 
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Vat sees 


For additional information or the name of your nearest Victor dealer write to: 


Sry rcags: manespeereagenpeeanarangmage 
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“315 FOURTH AVENUE - “NEW YORK “10, N. 'Y. 
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simple jobs, and we must cre- 
ate clear and specific written directions 
for the supervisor to follow in in- 
structing her group. No sweeping 
changes in the work sequence, the 
particular manner in which the office 
carries out any given process, are in- 
volved, except that the work is batched, 
so that all items move through step 
one of any process before they move 
on to step two. 

Moreover, the plan requires no 
equipment beyond that which the of- 
fice already has. Human hands are 
doing the work. And that is its ad- 
vantage to smaller offices which can- 
not afford heavy equipment expendi- 
tures. The human hands belong to 
basic clerical labor, the least expensive 
kind of office worker available. And 
yet they can carry eighty to ninety 
percent of our clerical work load, once 
we have divided all work into simple 
and complex patterns. Our filing de- 
partment can be reduced to a few 
specialists to handle complicated filing, 
cross-indexing, and look-ups; our ac- 
counting department can rid its perm- 
anent workers of all simple posting 
and billing operations; our m7ilroom 
can be reduced to one supervisor. 

So no expenditure of capital is in- 
volved for equipment, while a drop 
in expenditure for labor is possible 
through use of this plan. The only 
area in which money may have to be 
expended is in space, since peak loads 
may require more workers under the 
floating force plan than they did when 
they were handled by each depart- 
ment’s regular personnel in sequence. 
However, this expenditure will be 
more than offset by the fact that no 
overtime is paid the floating force, 
whereas the peak loads could not be 
handled by permanent staff without 
overtime work. 

Finally, one logical objection to the 
plan—that it makes office work too 
mechanical, too much of a production 
line operation for acceptance by clerical 
workers, is not valid if proper selection 
techniques are used. The fact is that 
a great many people are much hap- 
pier with jobs that require a minimum 
of creative thought. Thus, by work 
division, we can satisfy our best people 
by making their jobs more stimulating, 
and keep our less ambitious ones 
happy as well. 

(Subsequent articles will spell out 
in greater detail the techniques re- 
quired to put the work plan outlined 
above into operation.) 
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Connecticut General— 
(From page 45) 


for her and give her surroundings she 
can feel are ideal.” 

Thus, the need for flexibility was 
met by two great floor areas, unen- 
cumbered by interior walls and un- 
obstructed by permanent offices, which 
would enhance the “horizontal,” as- 
sembly line-like technique best suited 
to processing insurance policies. De- 
partments could be placed in proper 
relationships with space to grow and 
with nothing to preclude future al- 
teration. (Connecticut General already 
has risen to third place among stock 
life insurance companies, and current 
facilities include provisions for a 
future 50 per cent expansion of the 
structure.) Below the large floor areas, 
a main level and lower level would 
provide excellent space for service 
functions and employee facilities. Hap- 
pily, the team discovered that this 
need for large horizontal working 
oreas and a low development suitable 
for a rural site blended together. 


Mockup building studied 


Design of the important north wing, 
then, had to meet specific objectives: 
Separate certain small units from the 
principal work flow; provide space pri- 
marily adaptable to subdivision; allow 
for independent expansion of main 
work areas without conflicting with 
expansion in other sections; 
maximum accessibility of visitors with 
minimum interference; and group 
conveniently the officers who meet fre- 
quently with the president. The cafe- 
teria, a dramatic glass structure canti- 
levered over a reflecting pool, helps 
fulfill the desire expressed by the com- 
pany for something unusual for its 
employees. 

On June 1, 1954, preliminary plans 
and cost estimates were submitted to 
the directors. To visualize the plan, a 
ecale model was built by Theodore Con- 
rad, architectural model maker. As the 
project shifted from the planning stage 
to construction, the building team felt 
1 need for extensive testing and ex- 
perimentation of the concepts thus far 
evolved. The architects proposed erec- 
tion of a temporary two-story mockup 
building, 60 by 72 feet, representing 
exactly a typical working section of 
the proposed new structure. Here, in 
this “pilot” building, interior finishes, 
lighting, office arrangements and furni- 
ture, partitions and many other de- 
tails were tested under proper visual 
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Desk Fountain Pen Set 
Comfortable writing efficiency at a low price. 
New smart design fashioned from lustrous 
black plastic. Fast-filling, double action 
barrel keeps pen always ready for use. 
Unique, attractively designed, weighted 
base. Tredin screw-in feed and point 
makes points instantly replaceable. 
Lists at only $3.55 with stainless steel 
point — $3.95 with 
alloy-tipped point. 


For Public Use... 
Chained to Stop Theft 


Has all the top features of the DEPEND- 
ABLE set above plus a 24-inch bead 
chain attaching the penholder to the 
base, thus guarding against willful or 
thoughtless appropriation of the pen. 
It’s the ideal writing equipment for 
insurance and other financial insti- 
tutions. Extensively used in hotels, 
motels, government offices, other 
public places. Simple, effective 
adhesive backing firmly 
holds base to desk 
or counter. Just 
$3.80 list price 
for stainless steel 
tipped point — 
$4.20 with alloy- 
tipped point. 


DE-1000 
PUBLIC DESK SET 


TREDIN Vudéucdual PEN POINTS 
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FIRST and 
ONLY in 
LUXCO 


“OFFICE 
ENGINEERED” FOR 


‘NO NOISE’! 


SILENT STEEL 


Steel top is under- 
coated and fully in- 

sulated by special sound 
absorbing compound .. . 


Typewriter & Business 
Machine Stands . 


po 


So Popular? 


v Smooth, Attractive Lines of Modern 


Styling 
Y Maximum Strength and Rigidity 
¥Y Solid, Silent and Clean Top 


¥ Lustrous Enamel Finish to comple- 
ment other Steel Furniture 


Only LUXCO Stands 


SATISFY ALL REQUIREMENTS! 


Quality Office Equipment at Popular Prices! 


We F 


A Complete Line of Stands, Steel Chairs \ 
and Stools and a Deluxe Personal File. « O 


BADGER inc. 


LA CROSSE, WIS. 


Export Department, 725 Beaver St, New York 4 NY 
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conditions; and during the Winter of 
1954-55, the mockup became a basic 
tool of the team. 

At this point, construction of the 
new home office became a reality, and 
highlighting the work were these de- 
velopments: 

Conveyor System, Communications: 
A single vertical conveyor system was 
installed from the mail room up 
through the main building in the 
north central core, with provision al- 
lowed for possible later installation of 
a complete system. Other built-in com- 
munications include a loudspeaker sys- 
tem for announcements and emergency 
signals, as well as background music. 
Two dictation systems were hooked 
up to the central transcribing depart- 
ment. Persons who dictate large quan- 
tities of work use a dictating instru- 
ment, similar to a telephone, which is 
wired to recorders; the needs of some 
five hundred employees who dictate 
only occasionally are answered by a 
system which automatically connects 
any telephone to a bank of recording 
machines controlled by a console in the 
stenographic department. The  tele- 
phone switchboard, equipped with a 
dial system for inter-office communica- 
tion, is connected with 30 trunk lines. 

Employee Facilities: A restful, 
change-of-pace atmosphere is provided 
in the attractive employee facilities. 
These areas utilize different floor cov- 
erings, informal furniture arrange- 
ments and effective use of primary 
colors. The dining room, of reinforced 
concrete and glass, is suspended over a 
reflecting pool and overlooks the ad- 
joining terrace and lawns, and the 
lake and woods beyond. Seating 800 
diners at small tables, one section is 
reserved for table service, the re- 
mainder for self-service. In recognition 
of the fact that there would exist no 
noontime opportunity for downtown 
errands and shopping, laundry, barber 
and hair-dressing shops and a well- 
stocked club store, plus a wide range 
of recreational activities, were built in 
to assure that the building would be 
a convenient as well as “good place 
to work.” Also included is a sound- 
proof “quiet room,” equipped with 
light-control switches and deep black 
walls, where the rattled employee may 
collect his thoughts, take stock of his 
personal assets or, simply, meditate in 
seclusion. A rental collection of books 
and records was added to the com- 
pany library. 

Landscaping: As were the interiors, 
the landscaping was integrated into 


the total architectural project. The 
courts and terrace opening off em- 
ployee lounges were planned by Isamu 
Noguchi, renowned sculptor and land- 
scape artist. The courts are examples 
of modern gardens based on the tra- 
ditional Japanese variety, including 
harmonious arrangements of walks, 
plantings, trees and pools. An artificial 
lake almost five acres in size and with 
a capacity of several million gallons, 
adds another relaxing note to the ex- 
terior and, at the same time, serves as 
outfall depository for the storm water 
drainage systems. 

Space Layout: A basic six-foot mod- 
ular plan was devised to permit at- 
tractive move-in arrangement and _ re- 
serve space within each division for 
expansion without disturbing work 
flow relationships with adjacent areas. 
Large work areas are separated into 
pleasant-sized work units by means of 
cores, bridged by glassed-in escalator 
lobbies. These cores contain all neces- 
sary mechanical elements—plumbing, 
heating, electrical equipment, space for 
conveyors, fire stairs and rest rooms. 
Their paneled outer walls conceal 
ventilated coat closets, pay telephones 
and drinking fountains. Further sub- 


You Get Things Done With 
Boardmaster Visual Control 


yy Gives Graphic Picture of Your Oper- 
ations—Spotighted by Color 

yy Facts at a glance — Saves Times, Saves 
Money, Prevents Errors 

vv Simple to operate — Type or Write on 
Cards, Snap in Grooves 

yy Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

viv.Made of Metal. Compact and Attrac- 
tive. Over 200,000 in Use 


Complete price $4g50 including cards 
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FREE a Without siteniion 


Write for Your Copy Today 
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Salionals De luxe adding machine... 


Live Keyboard’ with keytouch adjustable to each operator! 


Saves up to 50% hand motion—and 
effort! Never before have so many time- 
and-effort-saving features been placed 
on an adding machine. 

Every key operates the motor—so 
you can now forget the motor bar. No 
more back-and-forth hand motion from 
keys to motor bar. 

Keys are instantly adjustable to each 
operator’s touch! No wonder operators 
are so enthusiastic about it. They do 
their work faster with up to 50% less 
effort. The new National not only has 


new operating advantages, but also has 
new quietness and new beauty! 
“Live” Keyboard with Adjustable 
Keytouch plus 8 other time-saving 
features combined only on the National 
Adding Machine: Automatic Clear 
Signal ... Subtractions in red... Auto- 
matic Credit Balance in red... Auto- 
matic space-up of tape when total 
prints... Large Answer Dials... Easy- 
touch Key Action . . . Full-Visible Key- 
board with Automatic Ciphers... 
Rugged-Duty Construction. 


THE NATIONAL CASH REGISTER COMPANY, payron 9, ono 
989 OFFICES IN 94 COUNTRIES 


OCTOBER 1957 
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A National “De luxe” Adding Ma- 
chine pays for itself with the time- 
and-effort it saves, continues sav- 
ings as yearly profit. One hour a ii 
day saved with this National will, ‘ 
in the average office, repay 100% 
a year on the investment. See a 
demonstration on your own work. 
Call nearest National branch office 


or dealer. See phone om 


book yellow pages. 
*TRADE tame nse. “. 8. PAT. on. ei 1 


| ADDING MACHINES « CASH REGISTERS 
ACCOUNTING MACHINES 
nce paper (No Carson Reauintp) 
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Now Heyer offerg 
Push-button Dupliestin 


-ott little more than the 
price of some 
hand-operated 
machines 


GD Yk I 


CONQUEROR 


‘ SPIRIT DUPLICATOR 


s2995° 


Every office duplicating job can be done 
much more easily on the new Model 76 
Mark II Conqueror automatic electric du- 

: plicator. It delivers 110 clear, crisp copies 
per minute in 1 to 5 colors... at a frac- 
tion of a cent per copy. Its constant speed 
produces better and more uniform copies; 
it frees the operator so that the copies 
can be observed; and most important... 
there’s no effort on the operator's part, 
for this new Conqueror runs without watch- 
ing, and even turns off automatically. The 
Model 76 Mark II offers all this, plus new 
engineering improvements ... at a price 
that can’t be matched! 


Send for 
this FREE 
Booklet 
TODAY! 


! The HEYER Corporation 10-57 | 
; 1822 S. Kostner Ave., Chicago 23, Ill. | 

1 
Please send FREE 16 pg. booklet on Heyer 1 
\ Mark II Conqueror duplicators. | 
| NAME 
| COMPANY 
| ADDRESS. 

CITY. STATE 

ee 
94 


division was achieved with judicious 
use of planters, banks of file cabinets 
and colored screens. Panels of plastic 
laminate, anchored to the floor and 
ceiling by aluminum posts, can be 
moved easily. Used singly, these panels 
may serve as additional effective space 
dividers; combified with other ele- 
ments, they serve as office and confer- 
ence room partitions. Furnishings in 
this area, as elsewhere in the building, 
are new and specially-designed. Mrs. 
Florence Knoll, director of Knoll Plan- 
ning Unit, Knoll Associates Inc., New 
York, was retained by Skidmore as 
consultant in interior design; and she, 
together with Mr. Bunshaft and the 
building committee, supervised space 
planning for the project. 


As a leader in promoting employee 
fringe benefit programs, Connecticut 
Gencral concentrated on its own staff 
from the outset and carefully incorpo- 
rated every conceivable employee serv- 
ice into its plans. Now little more than 
four years after the site had been ap- 
proved by the directors, some 2,000 em- 
ployces, transplanted from the heart of 
a bustling city to the countryside, are 
enjoying the fruits of their company’s 
deliberations and imagination. The 
security and peace of mind which 
emanates from job satisfaction and 
liberal fringe benefits, Connecticut 
General will remind its visitors, is a 
tradition in the insurance business; 
and the success with which this move 
has met among its employees is at- 
tested to by one interesting statistic: 
Only 18 employees were “lost” in the 
changeover. And, the company con- 
tinues, total employment morale has 
improved greatly over a year ago. 

The building is the property of the 
company’s Mortgage and Loan De- 
partment, with each department pay- 
ing rent for space occupied. 

President Wilde, perhaps summing 
up the attitudes of all concerned, stated 
recently that “builder, architect and 
owner united in attacking the problem 
of creating the best office possible. We 
are confident that our new home office 
will mean new operating efficiencies 
for us in the future and will have im- 
portant values in employee and public 
relations.” 


Coding— 
(From page 39) 


date, which does not have the “R” 
symbol, would naturally not have a 
retention period and could be destroy- 
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ed at the discretion of the person hay- 
ing it. On the other hand we could 
use the “R” symbol with a colon and 
an “O” next to it to show that the 
retention period was considered, but 
the user could use his discretion for 
the length of time it should be re. 
tained. 

To summarize, part or all of the 
preceding system can be used, but 
to make the system most effective, all 
of the following symbols should ap- 
pear on the forms as they apply: 

R: followed by months or years 


each copy should be retained. ee 
R* followed by the reference to the | 
Retention Manual. ™ 


R:O to show that there is no re- 
tention period. 

R:? this symbol will show that 
there will be a retention period, but 
it was not determined at the time of 
printing. 

To omit the last two symbols from 
forms will always leave doubts in 
one’s mind if there should be a 
schedule for the form and will cause 
needless inquiries. It will also insure 
that the forms man has contacted the 
retention man to make certain the 


( DOCTOR-LAWYER-ACCOUNTANT.CHIEF? 
NO FILE TOO SPECIALIZED 


FOR Smith 
PROJECTING 
SIGNALS 


— 


@Can be printed to order for any business 
or profession; more than 23 permanent 
captions for accountants, for example; up 
to 200 captions for lawyers. 

@ Sturdily constructed Smith Projecting Sig- 
nals last a lifetime; can be custom printed 
and still give you inexpensive filing. 

eAvailable in 4" to 2" widths. Stocked in 
choice of 12 plain colors or printe | 
alphabets, states, days of the week,|| 
months, and numbers. 

See your office supply dealer or write 


CHARLES C, SMITH, INC. 


For more than 50 years, a complete line 
of time-saving signals and indexes 


OFFICE MANAGEMENT © 
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here’s the new 


LOOK 


in Safes 


...that 
pays Off 
in convenience 


Diebold now offers you positive security for vital records 
plus a distinguished “new look” in safes. An important fea- 
ture of the new styling is the location of both combination 
lock and handle at top of the safe door. This permits fast, 
easy, accurate dialing from a standing position. 


Diebold’s new “Helix” combination lock reads horizontally 
... the natural way ... assuring superior visibility and com- 
plete privacy. Large numbers and “V” stop-mark facilitate 
fast indexing. A bold helical line on dial’s rotating surface 
indexes with vertical secondary numbers on dial housing... 
permits easier counting of turns between numbers. 


FOR FULL DETAILS ON THE “‘NEW LOOK” 
IN SECURITY, SEND COUPON TODAY. 


Diebold 


N-457-DI 
DIEBOLD, INCORPORATED 


980 Mulberry Rd. S.E. @ Canton 2, Ohio, U.S“. 
Gentlemen: Please send complete information and prices on 
your ‘‘new look'’ safes. 


NAME TITLE 
COMPANY 
en cerRrRrderRAaATE O STREET. 
980 Mulberry Rd., S.E., Canton 2, Ohio, U.S.A. city ZONE STATE 
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form was considered for a retention 
period. 

Examples: R: 03P96.15. 

This shows the following retention 
period. A retention symbol this long 
would be the exception, but is used 
to bring out all. possibilities. 
O—Original Copy—Send Out— 

No Retention 


3—First Copy — Retain Three 
Months 

P—Second Copy — Retain Per- 
manently 

9—Third Copy — Retain Nine 
Months ‘ 

6—Fourth Copy — Retain Six 
Years 


15.—Fifth Copy—Retain 15 Years. 

A symbol such as R* 1.296 would 
indicate that a definite schedule could 
not be made, and, therefore, reference 
must be made to the manual for the 
correct retention record that would 
apply and the section to consult is 
1.296. 

Records retention is fortunately not 
an exact science. Its main purpose is 
to be certain we do not destroy records 
that may still have to be referred to 
and destroy those no longer needed 
for reference. If we keep them longer 
than necessary the worst that can hap- 


pen is that we are paying more for 
storage than we should. As a result, 
even though the retention period limit 
has been reached, the originating 
source for the records is invariably 
consulted before they are destroyed. 
With this in mind the following advan- 
tages should be gained by this num- 
bering system: 

1. It will save many references to 
retention schedules. 

2. It will greatly simplify any refer- 
ence to the schedules, when they are 
indicated by an asterisk, by giving the 
exact location of the reference. 

3. It will help to require a more def- 
inite schedule from all personnel. 
Tax and legal staff, particularly, avoid 
as much as possible giving a definite 
time schedule and tend to hedge. 

4. By having the retention schedule 
on the form employees will be made 
more conscious of the fact there is a 
schedule for the form. 

5- Perhaps most important, it wiil 
make people recognize that often one 
copy of the form should be retained 
and all others destroyed. Too often 
all copies of a form are retained for 
the full retention period, when actual- 
ly all but one could have been destroy- 
ed at a much earlier date. 


model Automatic — consecu- 
tive, duplicate, repeat; 
150 6-wheel capacity. 


WM. A. =, 
=FORC 


Swifty, thrifty | 
Fnumbering 
machine 


Handles most every of- 
fice numbering job 
quickly, inexpensively. 


Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
when desired without 
extra cost. 


Nine stock com- 
binations, all at 
one low price! 


& CO., Incorporated 
216 Nichols Ave. 


Brooklyn 8, WY 


Sales Offices NEW YORK « CHICAGO « SAN FRANCISCO « MONTREAL 


6. It will reduce the size of the man- 
ual to a minimum because those forms 
showing schedules need not be listed 
at all. 

We ran into considerable difficulties 
in identifying envelopes under our old 
system of numbering, which used con- 
secutive suffixes as new envelopes were 
added. While our company was com- 
paratively small the system was ade- 
quate, but as we grew, it was much 
more difficult to locate and assigr 
numbers to envelopes. 

We decided to start from scratch 
and build the system in such a way 
that we could identify an envelope 
even without knowing the form num- 
ber assigned. The letter “E” was the 
first letter and this identified the 
“form” as an epvelope. Letters “W’ 
for Window, “M” for Meter Seal (bot- 
tom flap) and “S” for Side Seal fol- 
lowed, if they applied, and could be 
used in any combination. In the trade, 
envelopes are numbered, the most 
common being 6% and 10. Based on 
trade numbers, the size follows the 
type of envelope. To simplify the frac- 
tions, all fractions will be considered 
in eighths. Thus 6% size would be 
classified 66 and 7% as 75. All sizes 
nine and smaller will consist of two 


OWA 


UMW 


WS 
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aN “ON-THE-STREET” 


CARRYING CASE 


Sse 


IT 


ATTRACT! 


Leather-Like Material Ex: 


panding Wallets and Files. 
The Leather-Like Material, used in these 
wallets and files, is completely unaffected 
by water and perspiration. It resists greast 
and oil. Color will not rub off on clothes 


Ideal for carrying papers 


and records of all kinds. Available in many 
sizes and expansions. 


See them at your stationer. 


THE SMEAD MANUFACTURING CO., INC. 


HASTINGS, MINN. - LOGAN, OHIO 


OFFICE MANAGEMENT 
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SMEAD'S. 
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ACTUAL SIZE 


lasts 50% longer...boosts floor 
protection..:standard on 2’ chair 
casters...at no additional cost! 


Bassick and Firestone engineers worked months to de- 
velop a rubber wheel compound that would give longer 
service under all types of abusive conditions. Under 
continuous tests the new wheel’s performance has been 
outstanding. You can expect 50% longer service from 
this than from previous 2” rubber wheels. 

Floor protection features are also increased. The new 
wheel is 1/16” wider than the previous model. Its tread 
contour is refined to put a maximum amount of rubber 
into effective use without limiting swiveling. It is the 
best wheel for modern floor coverings. 

Ask your office appliance dealer for this new wheel, 
now standard on all 2” Bassick office casters at no ad- 
ditional cost. Look for it as a sign of quality on office 
chairs you buy. 7.33 


THE rr 

“ Y os . 
ead BaSSickK Fi 
IN CANADA: S& Me A DIVISION OF 


BELLEVILLE, ONT. : AP Manne MORE FUNDS OF CASTERS... MAKING CASTERS 00 MORE 
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with these top-quality 


Walden Robes Enonaw 


—for 
Quick, Easy, 
**Pull-String”’ 

Pointing 


Convenient pencil length 


and balance. Rubber stays 
fresh, protected by its 


Ww MASE 


paper wrapping. Save your 
office workers’ time by 
providing your organiza- 
tion with these versatile, 


all-quality Weldon Roberts 


~~ 


Mabe 
-INUSA 


ets Greet Glo 


Erasers. 


~S 


ORDER TODAY 
FROM 
YOUR STATIONER 


FOR ERASING 

BALL POINT INK & LEAD 

NO. 138 BALL POINT. 

New formula GREEN RUBBER, 
particularly developed. 


FOR PENCIL ERASING & CLEANING 
NO. 448 GREEN GLOW. 


Fine SOFT. GREEN RUBBER. Also 
ideal for art and drafting use. 


FOR ERASING INK, TYPING, 
BUSINESS MACHINE WRITING 
NO. 378 GRAYPOINT. 


Business-like GRAY RUBBER. 


1 dozen erasers to the box. 6 boxes per 4 gross carton. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 


“ay 


W orld’s 
Foremost 
Eraser 
Specialists 
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digits and those 10 and larger will be an envelope (E) number 6% base number for each kind of paper 


ae three digits. Where there is no frac- top gummed flap (660) General the letterhead is printed on, as NY- 
s tion, “O” will be used instead of the Foods Corporation (GF) White 1500 for rag content and NY-1502 for 
; fraction. Plains (WP). mimeograph. However, we file all our 
The succeeding figure shows the EMW 1000 GF BO—Envelope, plates under the NY-r500 series in 
type of envelope as follows: Meter Seal, Window (EMW) our print shop. We add the same suf- 
: O—Gummed number 10, top gummed flap fixes to this number as with envelopes, 
ey 1—Ungummed (1000) General Seafoods (GS) showing two letters for the division, 
a 2—Clasp Boston (BO). followed by two letters for the city. 
. 3—String This system, as shown, is for a large | However, with letterheads, we have 
4—Unassigned company with many branches and the additional problem of as many as 
5—Unassigned divisions, but it could apply to many __ three different offices in the same city, 
6—Air Mail smaller companies and the code need _—and in some instances, individual var- 
7—Self-addressed not appear on the envelope for identi- _iations, such as a letterhead plain or 
8—Business Reply fication. The number can be deter- with the name of the manager. This 
g—Non-standard paper (24 lb. mined by merely looking at the enve- _ problem was solved by adding a letter 
white wove will be standard lope. to the city code, such as, “A” for area 
for size 11 and _ below, larger Aside from the use of locating rec- office, “M” if the manager’s name ap- 
: will be considered kraft) ords for these envelopes, another ad- appears, and “R” for region. Examples: 
This is the only part of the code vantage to this system is that it groups NY-1500 JO AT—This repre- 
" that need be memorized since there is _ the envelopes by size and this, in turn, sents a rag content letterhead 
Fie: . no recognizable connection between simplifies placing orders for gang runs (NY-1500), for Jell-O Division 
vs the number and what it represents. | which greatiy reduces the cost of the (JO), Atlanta District Office 
< Where an envelope is an odd size, the = envelopes. The larger the order for (AT.) 
if 2000 series will be used since there are _ the same size envelope, the lower the NY-1502 PD-ATR—This repre 
@ no No. 2 nor No. 20 envelopes and the _unit cost. The corner card change cost sents a mimeograph letterhead 
ae numbers will be assigned in consecu- is small compared to the unit cost for (NY-1502), Post Division (PD), 
he tive order. small quantities. By making periodic Atlanta Region Office (ATR). 
bs The suffixes will consist of two let- surveys, perhaps quarterly, fair sized This same system can also be used 
es ters for the divisions followed by two orders for envelopes can be accum- for labels using one number to indi- 
Ss letters for the cities. ulated. cate that the form is a label, followed 
ae Thus — Letterhead numbering also presented by the two-letter code for the division 
eee ae E 660 GF WP—indicates it is a problem, so we now use a different and two letters for the city. 
¢ for the neces 


(PROPERTY CONTROL RECORDS) 


‘Tag “/ 


PRODUCTIONS 


Nationwide, efficiency-wise companies are 
using Serially Numbered “AUTOGRAPHS”, 
the tags that meet every qualification for ef- 
fective Property Control. They’re attractive, 
ae legible, durable, snag ...and a cinch 
~ Se to mount on any surface. Millions in use be- : 

al cause they vie sense and save dollars. Most Important Business Show Ever! 


The 1956 National Business Show went way beyond 
| anything ever held before: * Most Important in 
number of exhibits * Most Important in attendance 


PROVE IT 


NAME * Most Important in enthusiasm. 
TO ME! COMPANY ...and the 1957 Show promises to be still more important. 
STREET 
| NATIONAL BUSINESS SHOW 
Nn hh lla STATE Alt the industry exhibits— All monogement ottends 
feel. Send Goad compiles, OCT. 28th THROUGH NOV. Ist, 1957 
literature and your METALET mc. New York Coliseum, Columbus Circle, New York 
a ee eee O Rudolph Lang, Managing Director 
phiet. Dept. K 33 West 42 Street, N. Y. 36,N. Y. + Pennsylvania 6-6760 


MASON CITY, IOWA, U. S. A. 
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speeds efficiency—ups morale 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 
now in decorative green, blue, sand-tone, and 
gray colors 

e sharpen pencils at desk—fast—no 
more sharpener searches 
| @ saves much more in time and effici- 


ency than actual cost in brief period 
e a low-cost nag = | item that helps 


desk workers feel more important 


Send for free comprehensive report on sharp- 


BOSTON 


eners, Booklet R 
Cc. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 


PENCIL SHARPENERS 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


wid follon 


*T. M. Reg. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 

You will appreciate the speed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
pulling of ordinary folders is eliminated. Guide-O- 
folders just glide back and forth on their steel 
frames with finger tip ease. 

Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 
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Look porte BY f 


OFFICE MOVING 


with specialized equipment and techniques! 


The 7 Brothers modern method of office moving is designed 
to save moving time, eliminate office clutter, insure safety, 
avoid loose parts, simplify identification, accommodate large 
and bulky items and as a result do a better office moving 
job. For busy managements, whose office time is precious, 
this opportunity to enter new premises safely, efficiently 
and in the shortest time possible, is invaluable. 


For further information contact 
SANTINI 


BROTHERS 
COlumbus 5-4600 


Agents for UNITED VAN LINES, INC. 


The 
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maxsnetic 
Visual Control 
Systems 


Put Your 
Business 
Operations 
at Your 
Fingertips 


Here is a modern control system that 
makes cards and pegs obsolete. Guaran- 
teed permanent magnetic indicators that 
can be quickly placed and stay put make 
the Maggie Magnetic control system com- 
pletley flexible with limitless signalling and 
charting possibilities. You tailor it to your 
individual records. Moreover, it cuts er- 
rors, clerical costs and raises efficiency. 
Low in cost, too ... packaged kits begin 
at $49.50. 

If you care to know more about Maggie 
Magnetic and join the nationally known 
companies now using it mms, write 
to: 


\ 


\ == 


ao ~ 


R 4 . . . ~ 
| | “ maggie magnetic inc. » 
A as New York |, New York git 


-——<— Oe ee 
- 
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Designed for UNITED NATIONS 


No. 22—SMOKE STAND 
Height 21"; Diameter 7" (top) 


® Sand Urns 

© Costumers 

® Smoking Stands 

® Umbrella Stands 

© Waste Receptacles 


® Waste Baskets 


® Planters 
® Ash Trays 


Also featuring the pyrex glass sand urn 
selected for good design by the Museum of 


Modern Art of New York. 


Catalog on Request 
LOUMAC SUPPLY CORP. 


Manufacturers and Distributors 


333 East 103rd St., Dept. OM, N. Y. 29, N. Y. 


ATwater 9-5374-5 


© Wall Ash Receivers 


® Wardrobe Racks 


"We Prefer BEACH'S” 


says Georgia sales firm 


Like others, S.S.S. of Avon- 
| dale Estates wrote the kind 

word unasked. We're sure you 
too will be “well pleased" 
using BEACH Books for your 
travel expense records. 


At your stationers; or write 


Beach Publishing Co. 
19829 W. McNichols Rd. 
Detroit 19, Mich. 


a 


Supervisors— 
(From page 42) 


with a fresh cigarette. He deliberately 
ground the butt into the ash tray and 
lit his cigarette. Then he looked up 
and said, “I guess we just have to 
understand that they feel insecure 
when their boss is fired. It makes thera 
think that other changes are made 
without their knowledge. We know 
that’s not really true. The rest of the 
department doesn’t feel that way. It 
seems to me there’s an important point 
for us to learn from this. And that’s 
the cost in employee morale when a 
supervisor is fired!” 

At this point Al came back in and 
picked up the ball with the remark, 
“They certainly don’t show up too 
well in how much they like their work 
or how much they like working here.” 
After squirming in his chair, Al 
queried, “If twenty-five percent of 
them don’t like the type of work they 
do, what effect does that have on pro- 
duction?” 

The conclusions which were being 
drawn by the executives from a dis- 
cussion of the charts are clear. Besides 
considering the cost of training a new 


supervisor, they evaluated the added 
cost of the loss of employee morale, 
productivity and public relations when — 
making a decision to replace a super- 
visor. 

This should in no way be con- 
strued to imply that supervisors should 
not be dismissed for just cause. Nor 
is it true that replacing a poor execu- 
tive need cost more than is gained. 
However, our results should give man- 
agement pause. 

Not only had we shown the liabili- 
ties of firing, but also the possible ad- 
vantages of training as an alternative. 
It is common knowledge that the 
poorest supervisors resist training the 
most. Our experience was no excep- 
tion. However, it was exceptional in 
that the lowest rated supervisor in 
each department improved most. And 
these are the very men who needed 
the education. 

The most important point made by 
this scene is not that dismissing a 
supervisor who is liked may lead to 
low morale and decreased productivity. 
These executives had objective research 
data which they could study, discuss 
and interpret before making a deci- 
sion. That is the cardinal principle 


dramatized by this executive develop- 
ment meeting. Conclusions could be 
based on the objective evaluation of 
facts. 

As management consultants we were 
much more concerned with how de- 
cisions were made than with what 
decisions were made. Therefore, one 
of the more important functions which 
we could perform was the gathering 
of research data about the organiza- 
tion which supervisors at different 
levels could use to help them make 
decisions. 

This information had other applica- 
tions. We used it to determine the 
strengths and weaknesses of the super- 
visors and thus to accurately define 
their training needs. And finally, we 
employed this same data as the actual 
training material. In this way the 
training was centered around their 
own real problems. 

This meeting is an example of how 
research data was woven into the 
training process. Once the manage- 
ment team developed the habit of 
basing its deliberations on objective 
information, it could be expected that 
it would continue to call for such 
data in daily practice. 


& Venoraveo BUSINESS CARDS 


500 $11 © 1000 $15 MANUSCRIPT 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 


B clip YOUR LETTERHEAD ‘T0 THIS AD... 
MAIL FOR FREE PROOF - 


100 


$3 JO 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


FINGERTIP 


COVERS 
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SORTKWIK_ 
The or. 


PREPARATION 
TO HANDLE “PAPERS FASTER! 


Made of highest quality cosmetic ingredients. 
Cannot irritate skin. 


2736 Lyndale Ave. So. 


Once your customers 


try it, they’ll never be without it. 


Write for FULL information 
LEE PRODUCTS CO. 


. Minneapolis 8, Minn. 
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Tests prove, beyond doubt, 
Codo Carbons and Ribbons 
provide best impressions at 
lowest cost . . thanks to su- 
perior quality and the exclu- 
sive Carbon Gripper included 
free with each box of Carbon 
Paper. Would you like to 
make the test? 


564 w. Monroe St. 
Chicago 6, Ill. 


REMEMBER! 


C hangeproin7 Gives You: 


1. The quality line for Office and Bank 


2. Convertible* 
Ballpen to Fountain 
Fountain to Ballpen 


3. Long lasting refillsk—three miles 
of continuous 
writing on test! 


*Exclusive Changepoint 
Feature 


Satin Bronze 
or Chrome 


Write for Catalog 
in Full Color 


Manufacturers Representative, Middle Atlantic States 


The Kamak Sales Agency 
1130 Applegate Ave. Elizabeth 2, N. J. 


Telephone Diamond 3-7965 543 South Rockford 
TULSA 20, OKLAHOMA 


SORG'S 410 Translucent 


Whiteprint Master Copy Paper 


efor LOW-COST Direct-Copy 
Reproduction 


e Perfect Copies 
EVERY TIME! 


With the use of direct-print copy ma- 
chines becoming daily more widespread 
in the business field, the demand for 
a high-quality, low-cost translucent 
master paper has grown tremendously. 
Now, thanks to its 105 years of experi- 
ence in making special papers to exact- 
ing specifications, Sorg has developed 
a high-grade translucent paper that 
meets all the requirements of a top- 
quality master sheet—and yet is priced 
low enough to allow its use on EVERY 
business form. 

Sorg’s 410 Translucent is manufactured 
with controlled translucency so that 
whether you use typewriter, pen, pencil, 
or you print it, you will always be sure 
to get clean, sharp, identical copies 
every time! In addition, it is strong 
and durable — stands up well under 
erasures and frequent handling. 


Your request on your own business letterhead will bring you 
a portfolio of 410 Translucent sample sheets for testing on 
your own direct-copy machine — as well as the name of your 


nearest Sorg paper distributor. 


Middletown, Ohio 


Manufacturers and Converters of Stock Line and Specialty Popers 
Offices in: NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES 


 AICO’S NEW 
SELF-INDEXER , 


} 


SAVES SPACE, 


TIME—LABOR—MATERIALS 
a — =4 7, 7 Gi SS 5 eee Set 
+ VA VA / = 
{o} 
wn — 
Any Card Inserted Into Plastic “SELF-INDEXER”’, An Index Guide 
AICO’S Transparent... | (shown above), becomes... At Guide Height! 


IT'S THE NEW, FASTER, MORE ECONOMICAL 
WAY TO INDEX YOUR CARD FI { 
With AICO’s new, transparent, plastic, “Self-Indexer”, you 
can make, in seconds, an Index Guide out of any card in 
your file. Just slip the card into the double lip at the top 
and the slot at the bottom of the “Self-Indexer”, and, the 
combination becomes an Index Guide, at guide height, 34” 
above the other cards. Made of heavy gauge plastic, the 
“Self-Indexer” won't chip, crack split nor tear. In 4 sizes, 
including Tabulating card size. Special sizes made to order. 


FREE: write Dept. 20, for Free Sample, 
literature, and name of your nearest sup- 
ier. 


44-16 23rd St., L. I. City 1, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 


INDEXES 
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easy 


Cir 


NeW AVETY seu-aanesive 
file folder labels 


Why monkey around with old-fashioned 
stickers when these new Avery 
self-adhesive file folder labels 
turn the trick so handily? 
Easy to type in sheet form with 
margin and centering guides, 
these time-saving, color-coded 
Avery Labels cut clerical costs, 
are self-adhesive ...with 
nothing to wet or moisten... they 
go on at the touch of a paw... 
neatly, firmly, and swiftly. There’s 
a moral to this tale of the business 
jungle. If obsolete stickers have you 
up a tree, swing to Avery. Identifying 
a file folders with the new ve 
self-adhesive Labels is easy . 
like peeling a banana — in fact 
easier. Try ’em soon. 


available in 10 border colors 
plus plain white... 

248 labels per box —31 sheets 
of 8 labels gach. 


Rolls right on file tab without 
peeling or popping. 


These NEW AVERY fie 
folder labels are available 
at all stationery dealers. 
Ask for them TODAY! 


Nib —_ LABEL —*., 5 Bester sc vt 
iberty ew York 6 + 608 earborn St., Chicago5 
So. Calif A M Calif 
samples Ofhiees in Other Principal Cities — 
\ Please send more information and free samples of Avery 
self-adhesive file folder labels. 
Discover their / myname 2 position 
utility and ona 
economy yourself. company 
Just send this 
coupon for your --- +» 
f 
— is we . 
hee cee cee cme cms came ame 
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Catalogs, Booklets, Brochures | 
for the office 


Electronic Computer 

Royal McBee Corp., Westchester 
Ave., Port Chester, N. Y. New catalog 
describing applications, components, 
operation and general specifications of 
the LGP-30 (Royal Precision Elec- 
tronic Computer). (42) 


Charting Materials 

Chart-Pak, Inc., Leeds, Mass. Re- 
vised, enlarged 24-page catalog illus- 
trating the firm’s full line of pressure- 
sensitive printed tapes, templates and 
other charting materials, including a 
ae number of new features. (43) 


Portable Mail Bag Holders 

W. A. Charnstrom Co., 305 S. 5th St, Minneapolis 15. 
Folder on the company’s new line of portable mail bag 
holders. (44) 


Adjustable Steel Shelving 

Penco Metal Products Div., Alan 
Wood Steel Co., 200 Brower Ave., 
Oaks, Pa. Six-page bulletin describing 
and illustrating Penco’s six basic types 
of shelving, with a presentation of spe- 
cifications covering design and con- 
struction details included. (45) 


sTORLESOY 


Copying Machines 

Peerless Photo Products, Inc., Shoreham, L. IL, N. Y. 
Bulletin, Office Copy Machines and How to Choose the 
One to Suit Your Needs, explaining the major types of 
office copy processes in current use. (46) 


Office Guide 

Shaw-Walker Co., Muskegon, Mich. 
New 1958 Office Guide, a 252-page en- 
cyclopedic catalog, covering and pric- | 
ing 5000 office products, together with 
hundreds of color illustrations. (47) 


Microfilm Application 

Filmsort Div. of Dexter Folding Co., a division of 
Miehle-Gess-Dexter, Inc., Pearl River, N. Y. Reprint series 
on microfilm applications. (48) 
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CLASSIFIED ADVERTISING 
Rates are 20c a word. Minimum charge $4.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy 


WANTED TO BUY (and for sale) NCR 31, 32, and 2,000 
class models, NCR Cash Registers, Underwood Model E, 
Burroughs Sensimatics and Class 7 Multiplying Models, Graph- 
typers, Addressographs, Calculators. Send complete descrip- 
tion and best cash price. Al Steen, 324 No. Vermont, Los 
Angeles 4, Calif. 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturers’ trade-in allowance. Write. Wire. National 
Office Equipment Co., 429 Broome St., New York, N. Y. 


OFFICE MACHINE SALES & Service, Miami, Fla. Gross 
$50,000! A-1 equipment. Also brokers contr. print. Top ac- 
counts! $27,500. Dept. #8499, Business Mart of America, 6425 
Hollywood, Los Angeles 28, Calif. 


BUSINESS SERVICE CALIFORNIA. Steno. & Trans. Es- 
tablished accounts. Growing opportunity. Court house loca- 
tion. Good parking. Dept. #{B24467 Business Mart of America, 
6425 Hollywood, Los Angeles 28, Calif. 


STATIONERY STORE. SOUTHWEST CONN. Price $11,000, 
net profit $7,000 year. Good shopping center location. Parking. 
Free and clear. Dept. B-42703, Business Mart of America, 
6425 Hollywood, Los Angeles 28, Calif. 


WINDOW CLEANING & JANITOR Service, Central Illinois. 
Established 1917. Large clientele. Excellent equipment. 24 
hours service. Gross sales $79,078. Ask $55,000 cash. Un- 
limited potential. Details on request. Dept. #B-62285, Business 
Mart of America, 6425 Hollywood, Los Angeles, Calif. 


WILL BUY AND SELL—AIl makes calculators, adding ma- 
chines, bookkeeping machines and other office machinery. Give 
us full specifications and serial numbers—model number if 
possible. We’ll quote highest prices. International Office Appli- 
ances Inc., 326 Broadway, New York. 


HIGHEST PRICES PAID for used Bookkeeping Machines, all 
makes, Burroughs, Sensimatics, N.C.R. 3000, 3100, Rems, E. 
Fisher, Underwood, Brandt Coin Machines. Advise full model 
and serial numbers for our quotations. L. A. Pearl Co., 140 
W. 42nd St., New York 36, N. Y. 


WANTED TO BUY: Late model Elliott-Fisher bookkeeping 
and billing machines. Must be over 300,000 serial number. 
- T Office Machine Co., 605 W. Washington St., Chicago 6, 


ELLIOTT-FISHER and Sundstrand Machines. Comptometers, 
Burroughs, Friden, Marchant, Monroe Calculators, Electro- 
matic Typewriters, Adding Machines and all office machines 
bought, sold, rented, rebuilt. Tetter-Warsh, 849 No. 3rd St., 
Milwaukee 8, Wis. 


WANTED—SUNDSTRAND and Burroughs Bookkeepers, also 
Remington, National machines. Indicate details, model, serial. 
Gibian Business Machines, 128 Lafayette Street, N. Y. 13, N. Y. 


ELLIOTT-FISHER MACHINES, Calculating machines, add- 
ing machines—all office equipment bought and sold. W. J. 
Crowley Company, 906-908 No. Water St., Milwaukee 2, Wis. 


Business Opportunities 


ELECTRONICS, LEARN HOW to program Business prob- 
lems such as Payroll, Accounts Receivable and Inventory 
Control for electronic computers. Send for Free information 
describing our Home Study Course “Programming for Business 
Computers”. Business Electronics Inc., Educational Section, 
420 Market Street, San Francisco 11, California. 


Positions Wanted 


ACCOUNTANT-OFFICE MANAGER, college graduate, 6 
yrs. General Accounting, 5 yrs. Internal & Tax Auditing, sub- 
Stantial supervisory experience, excellent references. Married, 
35, family. Write for resume. OM 273. 
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Especially designed for feepers, accountants 
@ fine ball point pen for small. ript legibi ; 


FINE BALL POINT 
AUDITOR’S PEN 


#F-460 UNCONDITIONALLY 
Inquiries to: Consumer me 
LINDY SALES CO. © Six 


9601 W. Jefferson Blvd. _ 
Culver City Calif. 


FAIRGATE 


RULES & DRAWING AIDS OF 
HARD ALUMINUM 


24°" Rule $1.10 


Modern, time-saving, double duty. In 
special sizes for office use. And they 
cost no more. 


THE FAIRGATE RULE CO. 
Cold Spring-On-Hudson, N. Y. 
es 'a a a 


At your dealer or 
write for catalog. 


12" T-Square $1.00 


Hanoy BINDER ror 


“OFFICE MANAGEMENT” 


Protect your copies of 
OFFICE MANAGE- 
MENT with these modern 
Vulcan Binders! Each 
binder holds six monthly 
issues and the annual 
YEARBOOK issue of 
OFFICE MANAGE- 
MENT. Binders are made 
of heavy-weight board 
and are covered with dark 
blue, drill quality, imi- 
tation leather stamped in 
gold foil as illustrated. 
Backbone panel gives 
space for labeling volume 
ard year. Individual 
wires hold each issue 
securely, make insertion 
easy. 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 


Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
212 Fifth Avenue New York 10, New York 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 1044 JQ3 
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; CG ET Mi 0 RE Subscribers 
to 
OFFICE MANAGEMENT 
; INFORMAT ION This service 1s provided for the con- 
venience of Office Management Exec- 
utives in obtaining complete informa- 


tion on the products advertised in 


F e P this issue. Advertisements are identi- 
fied by their respective page numbers. 
“oes Cl. : Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


On New Products 
+ Simply circle the 


respective numbers 


' Obtain New Catalogs 
in coupon below 


and Helpful 
Literature Just circle the numbers on which you 


want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK .. . FOR PROMPT SERVICE 


Please forward to the respectiv ies, t for furth 
OFFICE MANAGEMENT information on the items ve have ‘circled below. There is no obligation 
212 Fifth Avenue, New York 10, N. Y. to us for this. We understand this is a service to us as a subscriber. 
OCTOBER 1957 ADVERTISEMENT October 1957 New Products Items and Catalogs 
(Circle respective page numbers on which ads appear) (Circle respective item numbers) 
Page Page Page Page 
2nd Cover 26 76 VPC 95 1 11 21 31 41 
3rd Cover 27 76 AVR 96 WAF 2 12 22 32 42 
4th Cover 28 77 96 SMC 3 13 23 33 43 
3 29 79 97 BC 4 14 24 34 44 
4 30 80 TSC 97 WRR 5 15 25 35 45 
6 31 £0 DCC 98 NBS 6 16 26 36 46 
7 32 81 98 MI 7 17 27 37 47 
8 34 82 99 CHH 8 18 28 38 48 
9 57 83 99 SSB 9 19 29 39 
10 59 84 PPC 99, GES 10 20 30 40 
11 60 84 SI 99 MMI 
12 61 85 100 LSC 
13 = 86 COM ie BC | TOOLS OF THE OFFICE 
15 65 87 109 LPC Information on products listed in the Tools of the Office 
16 66 88GAC 101 CMC section may be requested by writing in names of manu- 
17 67 89 101 SPC turers. 
18 68 90 101 CI Manufacturer Page No. 
19 69 91 101 GJA 
20 70 92 BI 102 
21 71 92 GS 103 LPC 
22 93 103 FRC 
23 73 MCC 94 THC 105 
24 73 BPC 94 CCS 
25 75 
Fractional page ads further identified by initials of advertiser 
BNO artes casheehg pace eee ReG REN SDE AAEE ne ded eameciRe ME iccacdateeeeae bass October 1957 Issue 
GOMIEEF 6c cccccccccscesessi veces eecessccceceeesseeereesseus se cireeaeaseae’ ‘ Office Management 
Address eeeeeeee eeeeeeeee eee eee eee eee eens eeeeeeeeee eee eeeee eee n rene eee This inquiry form good 
GP evnvcccceens than eA ene heen MED 42 ccbisienseeueenes until November 15, 1957 


Number of Office Employees (all departments) ............ceeeeeeeeeeeeeeeececeeee 
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Acco Products Div. of Natser Corp....... 105 
Agency—La Porte & Austin, Inc. 
Acme Visible Records, Inc............... 76 
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If your files are a “‘mess’! 
—papers jumbled in 
bulging, dog-eared fold- 
ers, records lost or mis- 
filed — if you’re losing 
minutes and dollars, 
wearing down your 
nerves every time you 
want to file or find a let- 
ter, order, invoice, Here’s 
Peace! ACCO-filing will 
stop this war of nerves— 
keep all your papers 
neatly, correctly filed, 
safely bound, where you 
want them when you 


want them. 

ACCOPRESS Binders and ACCOBIND 
Folders solve your file problems—are avail- 
able in most any size, any capacity, with or 
without tabs—and at transfer time you just 
slip the contents, still bound, from Accobind 
Folders, saving the covers for year after year 
of more filing. 


Ask your stationer about Acco-binding. 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy. 
Ideal for Cata- 
log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year's filing. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 
ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS 
A Divisionof NATSER Corporation 
Ogdensburg, N. Y. 

In Canada: Acco Canadian Co., Ltd., Toronto 
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editorial 


Routines won’t lead to robots 


WE SUSPECT that many who read our lead article this month, “The 
Benefits of Batching—Higher Production, Lower Costs,” will react against 
the plan proposed—not because they think it unworkable, not because they 
feel it wouldn’t accomplish what is claimed for it—but rather because they 
don’t want to see work patterns familiar in the factory introduced into the 
office. 

Is this logical in terms of today’s conditions? We think not. The point 
of the article is that the work of the office can be divided into two different 
types of tasks—the simple and the complex—and that relatively untrained 
workers, following simple directions, can accomplish the simple tasks at 
high rates of speed by following prescribed repetitive routines. No one has 
suggested that the worker who has more ambition or ingenuity than his 
fellows would be relegated to the ranks of those performing the simple 
tasks. Rather, what is suggested is that today, when the office has so much 
more of a work load than it ever had before, it only makes sense to let the 
most talented people concentrate on tasks that demand their best cap- 
abilities, and let the ones who are happier in a mechanical routine—or 
series of routines—carry through those chores. The office of yesterday per- 
haps could limit its personnel to men and women who were flexible, who 
could do a dozen different jobs, all equally well, with ingenuity and re- ard 
sourcefulness. The office of today needs too many people to get this quality ey 
in every worker, and we must all—if we are realists—recognize that fact— 
and take measures to meet it— 
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4 Reasons to take 
a new look at 


rotary card filing 


EMOVE OR REFILE ONE CARD OR HUNDREDS instantly. Mosler Revo- 
ile holds cards without mechanical attachment. No wear on card 
r clerk. Ups efficiency. Gives real finger-tip control. 


G IS FASTER, REFERENCE IS QUICKER with Mosler Revo-File as 
cards come to clerk’’ instead of clerk going to cards. Note auto- 
Batic visual “‘V” permits easy reference to any card. Revo-File 
Wailable in manual or electric automatic selector models. 


* * * * * 


r big volume 4 mye Mosler Roto-File can accommodate 
cEMENT,” than 80 cards .. . has all the exclusive features 
pny Pi File Several clerks can work at same time. 


USES PRESENT CARDS. With amazing Mosler Revo-File, no costly trans- 
¢ position is needed. You save an average of $200 in change-over costs 
plus big savings in time, space, money over old-fashioned filing. 


CARDS CAN'T DROP OuT. Mosler Revo-File is the only file of its 
e type that doesn’t rely on notched cards that wear out in use. 
The patented, exclusive belt method of holding records in file 
assures complete protection against card ‘‘fall-out”’ 


or wear. 


Another fine 
product of 

The MOSLER 
SAFE Company 


HOW TO MODERNIZE AN ACTIVE CARD FILE IN MINUTES. 


If you have 3,000 or more active card records of any type 
or size (including tabulating cards) which are used con- 
tinuously for reference and posting, mail this coupon foday! 


- 
Department OM-232, REVO-FILE DIVISION 

| THE MOSLER SAFE COMPANY, 320 5th Ave., New York |, N. Y. 

! Please send me complete information on Mosler Revo-File and how 
1 to modernize an active card file in minutes. 

I 

NAME POSITION 

: COMPANY. 

ADDRESS 
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There's safety in the shine 


if there’s Du Pont Ludox® 
in the floor wax 


Her hurried steps across highly polished floors are safer steps 
because there’s “Ludox”—Du Pont’s anti-slip ingredient — 
in the floor wax. Tiny, transparent “Ludox” spheres in 
the wax exert a “snubbing” action on every footstep 
... arrest the foot’s forward motion. .. give 
the foot positive traction. 
Have your maintenance man insist 
on a floor wax that combines safety 
with gloss and water resistance — 
a floor wax properly formulated 
with Du Pont “Ludox.” E. I. 
du Pont de Nemours & Co. 
(Ine.), Grasselli Chemicals 
Dept., Wilmington 98, Del. 


See 


For safety underfoot, 
specify floor waxes containing 


LUDOX* 


COLLOIDAL SILICA 


Better Things for Better Living 
. . .through Chemistry 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 96 
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